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Smith-Corona...the electric 
that challenges comparison 


, 2 
vo 


Smith-Corona 


ELECTRIC TYPEWRITER 
COMPARISON CHART 


AUTOMATIC MARGIN } FASTEST PERFORMANCE! FINEST FEATURES! FIRST 
IN VALUE! Compare the Smith-Corona Electric Type- 


ON-OFF SIGNAL LIGHT | } writer with the rest, and you'll see why it’s rated 


ERROR CONTRO be st! Call your nearest Smith-Corona representative 
UR CO VL | 


for a demonstration, and see the Smith-Corona 
PAGE GAGE | Electric before you buy. 
a vrat | | 
KEYBOARD SLOPE 
CUSHIONED TOUCH 


WORLD'S FASTEST 
ELECTRIC TYPEWRITER 
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New Tape-Talk AUTOMATION HEART 
for your office developed by 


COMPUTYPER> Model CTS 
takes over the big routines slashes 
paperwork overhead — provides the key unit 
zround which to plan, and expand, your own 


custom-built integrated data system 


COMPUTYPER 
— practical and relatively low in cost @. 
—is one of the ways 


heart’ automation 


FRIDEN 


” by 
A demonstration of the new Friden 
Computyper CTS will be informative, 


profitable. Call your nearby 


Friden Man or write Friden, Ine., San Leandro, California 


sales, instruction, service throughout U.S. and the world 


FRIDEN SILVER ANNIVERSARY © 1934 1959 
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The way it works: 


COMPUTYPER CTS «loes invoices 
Automatically it computes 
and writes extensions, addi- 
tions, deductions, percent 
Increases and decreases, and 
accumulates multiple totals. 
Often there will be no oper- 
ator intervention whatever, 
as when Computyper CTS 
automatically feeds in bill 
headings, price, quantity, and 
tax data from edge-punched 
cards or tape punched as a 
by-produet of order writing. 


COMPUTYPER CTS writes up 
sales orders. Automatically it 
does the cumulative figuring 
as Operator types in specific 

items and item prices. By- 
product punched paper tape 

provides automatically a 
code record of the original 
sales orders. From this tape 

which will actuate other 

tape-talk machines) can be 
obtained identical, error-free 
copies or derivative docu- 
ments with selective excerpts 
for use in all departments 

requiring this information. 


COMPUTYPER CTS is engineered 
to work through direct 
hookup with other common 
language tape automation 
equipment, thus constituting 
an ofice “heart” for integrated 
data processing and eliminat- 
ne tape to « ard conversion, 
I xample: data can go direct 
from CTS to connected 
Friden Flexowriter® or other 
units including card punch 
for simultaneous punching of 
tab cards. Computyper CTS 
also reads tape or tab cards 
produced by other units. 


COMPUTYPER CTS helps system- 
ize inventory, cost analysis, 
sales distribution and other 
statistical jobs by automat- 
ically providing derivative 

documents from original 

.. eliminating 

the continuous manual 


writing. 


reprocessing of data that 


runs up office costs. 














5 
PUNCHED CARD 


AND TABULATOR 
COUPLER 


...a new accessory for the Bendix G-15 Digital 
Computer that provides the lowest cost 


punched card data processing available. 


Now, at a cost significantly below that of any similar 
equipment, Bendix provides a complete computing 
system with 100 card per minute punched card input 
and output, and 100 line per minute tabulation 


Heart of the svstem is the Bendix G-15 general 


purpose digital computer, which has proven its 
] 


verformance in well over 150 successful installations 


The CA-2 coupler, a newly developed G-15 accessory 
enables the computer to operate in conjunction with 





conventional punched card and tabulating equipment 


A full SO columns of numeric, alphabeti¢, or special 
character information can be accommodated using 
only the CA-2 as a connecting link between the card 
equipment and the G-15. Any column of the card 
can contain any one of the three types of information. 


Three input-output units may be connected simul- 
taneously . . . one for input, one for output, and a 
third for input or output. Data may be read or 
punched by standard card units, or printed by stand- 
ard tabulators. All input and output is under complete 
control of the computer. Computation can proceed 
during the input or output cycle, thus assuring 
maximum over-all computing speed. 


In addition to the CA-2, the computer’s typewriter 
and paper tape equipment, and auxiliary magnetic 
tape storage units may be used for completels 
versatile input, output, and storage. Both power and 
space requirements of the complete punched card 
computer system are approximately half that of other 
systems of this type. 


A system that includes the G-15 computer, the CA-2 
coupler, two summary punches and a tabulator, leases 
for approximately half the price of a typical medium- 
priced system with similar capabilities 


Whether you are now using punched card or com- 
puting equipment, or if you are delaying such plans 
due to high costs, you will want to learn more about 
this inexpensive, efficient equipment. Detailed tech- 
nical information on the G-15 and the CA-2 will be 
sent on request. Write to the Bendix Computer 
Division of Bendix Aviation Corporation, Los Angeles 
45, California, Department T-11 


Computer 


For More Information 


Circle No. 299 





1960 ANNUAL OFFICE MANAGEMENT FORUM 
A Census of Computers 


ANNUAL SURVEY: 


Let’s Stop Apologizing for Our Business Progress 

The Computer Is Just One of Many Managerial Tools 
This Is the Essence of Management Control 

Where Will Systems Men Be After Recentralization? 
Management Must Show Its Faith in Its Future Plans 
Milestones on Our Road to Professional Status 
Railway Systems Men Have Their Eyes on the Future 
How Records Management Can Increase Net Earnings 
How to Conduct the Computer Feasibility Study 

Life Insurance Companies Have Long Used Computers 
Changes Are Evolutionary, Not Revolutionary 
Providing Audit Trails in Computer Operations 
Unwise to Charge Interest on Past-Due Accounts 
Railroads Have Personnel Who Understand Computers 
Importance of CPA Will Increase in Electronic Age 
Budgeting Is the Technique of Planning in Advance 
The Internal Auditor Must Maintain Controls in EDP 
Watch the Developments in Automatic Data Processing 
Automation Should Be Your Whole Philosophy 
Finance Officers Should Direct ADP Installations 
Accountants’ Education Is a Continuing Process 

How Business Stays Afloat on Its Ocean of Paper 
The New Leadership Which Automation Will Require 
Don’t Expect Too Much From Computers Just Yet 
High Speed Machines Need Close Tolerance Forms 
Can Small Business Afford Machine Accounting? 
Prepare Your People Now for the Big Change Ahead 
Adder or Space Machine But Nothing In-Between 
Why Leave This World to Search for Space? 

There’s More Than Spelling to Business Education 
Professional Secretaries Do Not Fear Automation 
Records Management’s Role in the Automated Office 


DEPARTMENTS 
THE OFFICE Product Index 7 
New Books 40 
Camera! 57 


New Products 186 
As We See It 
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Typing mistakes never bother her... 


she uses 
Eaton’s Corrasable Bond 


Corrasable Bond typewriter paper 
will be a money saver for you and a 
great favorite with your office staff 
because: mistakes erase without a 
trace from Corrasable’s special sur- 
face. No smudges. no scuffs. Eaton’s 
Corrasable Bond eliminates retyping 
worries! Send for a generous sample 
of time-saving Corrasable 
Bond to try in your 
office now! 


CORRASABLE BOND 
Made only by Eaton 


Erases Without a Trace 


EATON PAPER CORPORATION 

Dept. OF-1, Pittsfield, Mass. 

I'm enclosing 25¢; please send me my 
25-sheet sample of Eaton’s Corrasable Bond. 


Name 





Firm 





Street 





City —— LS 
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Time-Master, Dictaphone, Dictabelt are registered trademarks of Dictaphone Corporation. 


No vanishing dictation on a DICTABELT 


The sound you can see. Unlike recording media 
on which you can see nothing, the red Dictabelt 
records visibly 

You see your place, play back any part of it in 
seconds. The Dictabelt is the heart of the Dicta- 
phone Time-Master, the most automatic dictat- 


ing machine made. 


You concentrate on what you say. Find out for 
yourself how much time a Time-Master can 
save you and your secretary. Call a Dictaphone 
office for a free demonstration. 


THE SHORTEST DISTANCE BETWEEN IDEA AND ACTION... Dictaphone CORPORATION 


,N_Y.17, N.Y ; 204 Eglinton Ave. E., Toronto, Canada; 17-19 Stratford Pl., London W.1, England. 
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NEW METHODS FOR FILING 
PUNCHED PAPER TAPES 
and Edge-Punched Cards 


@ TAPE and CARD HOLDERS 
@ SYSTEMS @ DESKS @®@ FILES 


All methods men are aware of 
the machine production lost by 
wasted motion in the manual 
handling of all punched data. 

In daily use, Shaw-Walker 
simplified methods and equip- 
ment have proved to be far 
ahead of anything else yet de- 
vised.—Some installations have 
effected savings of up to 50% in 


tape handling and filing time. 

There’s a Shaw-Walker plan 
to fill every known requirement 
—even 24-hour point-of-use pro- 
tection against fire. 

For complete picture facts, 
ask your Shaw-Walkerman to 
show you pages 224, 225 of his 
1960 Office Guide—or write for 
picture facts A-253, A-254. 


GHAW-WALKER 





Largest Exclusive Makers of Office Equipment 
Muskegon 9, Michigan 


Representatives Everywhere — Consult Yellow Pages. 


For More Information Circle No. 265 





Te 1 
| © ace PRODUCT INDEX 


This index, prepared for your convenience, lists the products and services adver- 
tised in this issue. Refer to pages listed for information on each. Further details 
can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES. Reader inquiry card numbers are at the 
bottom of individual advertisements. 


PRODUCT 


ACCOUNTING BOARDS 
Royal McBee 


ACCOUNTING MACHINES 
Burroughs 

Monroe 

One-Sixty 

ADDING MACHINES 


Addo-x 
Regna 
Totalia 
Unistroke 


ADDRESS LABELS 
Dupli-Snap . 


ADHESIVES 
Exec Paste Pen 


ADDRESSING EQUIPMENT 
A-dress-R 

Cheshire 

Multistamp 

Quik-Sorter 

Super-Ribbons 

Visiriter 

Zip-O-Riter 

BILLING MACHINE 
Notamat 


BINDERS 


Faultless 
Perma Snap Bindr .. 
Pressboard 


BINDING, PLASTIC 
Plastico .. 


BLUEPRINT FILES 


Confidential 
Glider 


BOOKCASES 
Maso 


BOOKS 


Office Machine Guide ..... ; 
Office Reproduction Manual 296 
Today's Business Machines ... 40 


PAGE 


223 
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PRODUCT 


BOOK RACKS 
Rol-Rack 


BRIEF CASES 


Stebco 
Sturdex 


BUSINESS SHOWS 
OMAC 


CABINETS 
Akro-Mils 


CALCULATORS 
Deci-Magic 
Divisumma 
Monro-Matic 
Odhner 

Plus Diehl 
Plus-O-Matic 
Transflo 

Victor 


CALENDARS 
Defiance 


CAMERAS 
Econo-mite 
Goodkin 
Kenro = 
Sharpshooter 


CARBON COPY SETS 


Carbonsets 
Duplisette 

Huron Copysette 
Letterex 
Rogersnap 


CARBON PAPER 


Colonial 
Distinctive 
Electro-Rite 
Rose 


CASH REGISTER PARTS 
Cashere . creeens ve 


CATALOG CASES 
Sturdex 


PAGE PRODUCT 


22 


51 


CATALOGS 
Office Equipment 


CHAIR COVERS 
Coverteers 


CHAIRS 

Clarin 

Cole . 

Cramer 

G-F . 

Luxco . 

Rock-lt 88 
CHARTMAKING TAPES 
Chart-Pak - 


CHECK PROTECTORS 
F&E 

Nippo 

CLEANING CLOTHS 
Masslinn 

Scotch 

CLOCKS 

Hi-Lite 

CLOTHES RACKS 

Office Valet ; 
COIN COUNTING MACHINES 


262 


305 


COLLATING RACKS 


Evans 


COLLATORS 
CADM 
Col-A-Tron 
Collamatic 
Gathermatic 
Mendes 
Speed-Klect 


CONTROL BOARDS 
Boardmaster 

Maggie Magnetic 

Visual Magnetic : 
CONTROL PANEL WIRING 


Ochman 
PanelLogic . 


! 
128, 129, 130, 
: < - 





PRODUCT 


COPYHOLDERS 
Cop-e-Eez 
Rite-Line 
Speedrite 
Supreme 


COPYING MACHINES 


Ampto ..... ASN ee 
Saameiic. shu) Fae 
Copease .. 

Copyfiex 

Copyflo . 

A. B. Dick 

Econo-mite 

Ektalith 

Goodkin 

Kenro 

Luxacopy . 

Meteorite ... 
Photorapid 
Sharpshooter . 
Speed-O-Print 
Thermo-Fax 

Transcopy . 


CORNER ROUNDERS 


Challenge ... 
Lassco 


COUNTERS, TABULATING 


Denominator 55 


DATA PROCESSING, Automatic 
Acme Visible . 289 
Beemak 317 
Bendix .. 2 
Brady ... 

Burroughs 

Computyper 

Ai} 

Neotron 

Notamat .. 

Ochman .. 

PaneiLogic . 

Perfection ..... 

Shaw-Walker . 


DESK SLIDE COVER 
Viso-Deskplate 


DESK TOP CLEANER 
Lin-O-Kleen ....... 


DESK TRAYS 


Build-Up ...... 
Hutton .... 


DESKS 


Bentson 

Cow .... 

GF .... 
H-O-N 
Shaw-Walker . 


DICTATING MACHINES 
Coronet ......... 
Norelco .. 

Scribe 

StenOtape 

Time-Master .... 


PRODUCT 
DRAFTING EQUIPMENT 


Grifhold 


DRAIN PIPE CLEANER 
Fiush Gun 


DUPLICATING SUPPLIES 


Colonial 
Klean Write 


9 Old Town 


Rite-copy 
Rose .. 
Talens 
Tempo 


DUPLICATORS, OFFSET 
Copilith 
Multilith 
DUPLICATORS, SPIRIT 


Conqueror 
Copease- Banda 


PRODUCT 


Meilink 

Mim-E-O 
Miracle . 
Ochman 

Perma Snap Bindr 
Pronto ae 
Revo-File . ; 
RFI Nylo Glide 
Rol-Dex 
Rotor-File .. 
Shaw-Walker 
Spacefinder . 
Staxonstee! ..... 


FILING SUPPLIES 
Accogrip 
Advanco .. 
oer 

File-A-Sist 


80 Graffco 


121 
180 


Inner Back Cover 
ce 


Sada Sprint 
Starline .. 


DUPLICATORS, STENCIL 
Multistamp . 
Rex-Rotary 


EASELS 

Arlington 

ELECTRIC MOTORS 
Lamb 


ELECTRONIC COMPUTERS 
Bendix 


ENVELOPES 
Outlook 


ERASERS 
EraserStik 
Graypoint 
Rush 


252 
31 


EXPENSE ACCOUNT SYSTEMS - 


Common Sense 
Traveletter 


EXPENSE REPORT FORMS 
GrayLine 


FILES 

Acme Visible 
Akro-Mils 
Atlas .. 
Blueprint 
es kaa oa 


6 Colight 


Conserv-a-File 
Convoy . 
Diebold .... 
Ever-Safe 


Magne-Dex 
ME. Séseuss 


Oxford 
Smead 


FLOOR MATS 


Floor Show 
Foot Comfort . 
Prestige ....... 


FLOOR MATS, HEATED 
Electro-Mat 


FOLDING MACHINES 
Fold-O-Matic 
FORMS 
Bedinghaus 

Blue Chip . 

Eddi Rose . 
General 

GrayLine 
International 
Letter-Gram 
Rogersnap 
Speediset 
Stevenson & Smith 
Stub-Set 

Tops 

Transkrit 

FORMS HOLDERS 
Saunders . 
Stub-Set 
HEATERS 
Electro-Mat ... 


INSERTING MACHINES 
Phillipsburg 

KNIVES 

Grifhold 


LABELING MACHINES 
Cheshire ...... 


LADDERS 
Cotterman ... 


LAYOUT SCALE MODELS 
Planomatic . 


LETTERHEAD ENGRAVING 
Dewberry 


202 
28 
293 


314 
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now...3M 
makes 


microfilm 
So easy to use... 


with the new 


THERMO-FAX 
Reader-Printer 


The THERMO-FAX “‘Filmac 100” Reader- 
Printer makes microfilm so easy to use— 
active in everyday business. When files are 
reduced to space-saving film, the only equip- 
ment you need to make them usable daily 
is the ‘“‘Filmac 100” Reader-Printer. Devel- 
oped by 3M research, the ‘“‘Filmac 100” 
Reader-Printer lets you select the micro- 
filmed information you want on its big screen. 
When you want a print, just touch the button 
—in seconds it gives you an enlarged copy. 
And the ‘‘Filmac 200” Reader-Printer makes 
prints up to 18” x 24”. To get the full story 
about how 3M makes microfilm so easy to 
use, mail the coupon. 


Take a look at what you want 
on the big viewing screen 


Take more than a look— 
touch a button to operate 
‘‘Filmac’’ Reader-Printers 


Take a copy in seconds of 
any microfilmed record in file 


Thermo -Fax cae Minnesota Mining and Manufacturing Company 
neapen panetvees Dept. FBC-10, St. Paul 6, Minnesota 


Yes, please send me full information about how 3M makes 
M microfilm practical. 
Miienesora 


Mitaine ano Name 





Maanvracrurine COMPANY Title 





«+. WHERE RESEARCH 15 THE KEY TO TOMORROW Company 








Address 
THE TERM “‘THERMO-FAX”™ IS A REGISTERED ‘ 
TRADEMARK OF 3M COMPANY City 


Zone State___ 





For More Information Circle No. 298 
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PRODUCT 


MACHINE MOUNT 


Add-O-Mount 272 


MACHINE STANDS 
Tiffany 


— TIMERS 


47 


278 


MACHINES, REBUILT 
International : 


MAIL BAGS 
Security 


MAIL CARTS 
Chesley 


MAIL SCALES 
Pitney-Bowes . 


MARGINAL PUNCHED Co 
E-Z Sort 
Stevenson & Smith 


MICROFILM EQUIPMENT 
Photostat 
Thermo-Fax 


MOISTENERS 
No-Over-Flo 


NUMBERING MACHINES 
American 

Columbia 

Roberts 


NAMEPLATES 
Autographs 24) 


OFFSET EQUIPMENT, SUPPLIES 
(Also see Duplicators, Offset) 
ATF ... ; 224 
Atlas 270 
Colight 101 
Econo-mite 163 
Ektalith 171! 
Flip-Top 230 
Goodkin 209 
Kenro 72 
Meteorite 

Miller-Trojan 

Mim-E-O .. 

Old Town .. 

Perfex . 

Speedy Mat 

Xerox : 


PAPER CUTTERS 

Kutrimmer 

Triumph 

PAPER DRILLS 

Challenge x 

PAPER FASTENER 

Paper Welder 

PAPER HANDLING COMPOUND 
Sortkwik .. 30! 
PAPER JOGGERS 

Syntron 

PAPER ROLLS & TAPES 
Perfection ..... 

PAPER SHREDDERS 

Auto Shred 

Shredmaster 

PAPER TAPE INTERPRETER 
Neotron oe 
PAPERS, CARBONIZING » 
Schweitzer 


287 
214 
176 


197 


306 


100, 


244 


27 


10 


PRODUCT 
PAPERS, DUPLICATING 


Hammermill 

Mackinac Bond 
PAPERS, LETTERHEAD 
Atlantic Bond 
Corrasable Bord 
Esleeck il 
Hammermill Bond 23 
Mackinac 

PAPERS, ONIONSKIN 

Esleeck li 


PAPERS, TRANSLUCENT 
Hammermill 
Patapar 


PASTE PEN 

Exec 

PAYROLL SYSTEMS 
Moore 


PENCILS 


23 


109 


23 


204 


, 151 


34 Koh-I-Ball 


228 
it 
164 


Semi-Hex 
Ticonderoga 
Venus 


PENCIL SHARPENERS 
Boston 36 


PENCIL SHARPENERS, ELECTRIC 
Electro Pointer 318 


PENS. BALLPOINT 
Handi-Pen 
Koh-!-Ball 

Scotty 

Venus 


PHOTOCOPIERS 
(See Copying Machines) 


PLASTIC LAMINATION 
Thermofilm ; 


POSTING EQUIPMENT 
P.E.C. Matic 

Presto Tray 
PUBLICATIONS 

Peter Basten . 
Systemation 

RIBBON ATTACHMENT 
Dupli-Typer 

RIBBON FABRICS 
Bomont 


RIBBONS, 
M-50 


M/PR 

Roytype 
Super-Ribbons 
RUBBER STAMP PRESS 
Berkroy 

RUBBER STAMPS 
Dial-A-Phrase 
SAFES 

Ever-Safe 

Meilink 
SEMINARS 
Midwest 

SIGN LETTERS 
Mutual Aids 
SORTERS 
Sort-All 
Sort-O-File 


235 
293 
314 
164 


INKED 


PRODUCT 


SOUND CONTROL 
Acoustinet 
Acoustors 

Silentel 


SPOT CARBONIZATION 


4 Transkrit 


STAPLERS 

Bami 

STAPLERS, ELECTRIC 
Staplex 


TABULATING CARD 
CORRECTION 
Brady 237 


TABULATING CARD HOLDERS 
Beemak 317 


TELEPHONE HOLDER 
Tele-Rest 222 


TELEPHONE NOISE CONTROL 
Hush-A-Phone 259 


TEMPORARY HELP 
Manpower 


TIME RECORDERS 
Calculagraph 
Dorson 


TYPE CLEANER 
Clar-O-Type 285 


TYPE COMPOSING eee 
VarilTyper 


TYPEWRITER JUSTIFIER 
Marginator 315 


TYPEWRITER PADS 
Hutton 


TYPEWRITER PARTS, TOOLS 

Dreusicke 276 
Futuristic Platens 314 
Technilube 206 


TYPEWRITERS, 
Smith-Corona 


TYPEWRITERS, 

Cole ... 

Facit 

Olympia 

TYPEWRITERS, 
Facit 

Olympia 

Royal 

Visomatic 

TYING MACHINES 

Bunn 

Pak-Tyer 

Saxmayer 

UPHOLSTERY 

Coverteers 

VISUAL AIDS 

Arlington .. 

WASHERS & WASHES 

Drego 

Technilube 

XEROGRAPHIC EQUIPMENT, 
SUPPLIES 


272 


ELECTRIC 


Inner Front Cover 


PORTABLE 


STANDARD 


Outer Back Cover 
53 


245 
298 
26 


Kenro 

Old Town 
Sharpshooter 
Xerox 
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Cilboock 
THIN PAPERS 


will reduce Typing, Mail- 
ing and Filing expenses 
when used for Records, 
Forms, Thin Letterheads, 
Copies and Advertising 
Literature. 


25% Cotton 


Send for free samples on your business letterhead 


BETTER 


TT 
Cnn 


= 
ESLEECK MANUFACTURING CO. Gy 


“e¢2 
TURNERS FALLS, MASSACHUSETTS 
PAPERS 


For More Information Circle No. 250 
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Simply dial the number of copies required 
AUTOMATIC SEQUENCE CONTROL ... a self-contained electrical 


system programs the complete duplicating cycle to produce the exact number of 


high-quality copies indicated. Plus the added flexibility of . . . 
STEP-BY-STEP CONTROL 


. a flick of a switch on the control 
panel transfers command of each auto- 


matic function to the operator's fingertips. 


FOR FURTHER INFORMA- 
TION on the new Multilith Offset 
Model 2550 Duplicator, see your nearby 
Multigraph office or write: 


© 1959 A-M Corporation 
For More Information Circle No. 264 














ee 


A ddressograph-Multigraph Cutting ain 


is our business 
1200 BABBITT ROAD © CLEVELAND 17 OHIO 


Ly 
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A Penetrating Look at ADP 


ON’T BE STAMPEDED onto the ADP band- 

wagon without knowing exactly where you're 

headed. This, in a nutshell, is the advice many 

readers have for those “who might be attracted 
by all the current enthusiasm over automation.” Thorough 
prior study, careful preparation, trial runs, adaptations 
specifically tailored to suit individual needs; these are 
just a few of the recommendations that readers suggest. 
Many, of course, are entirely happy with what ADP 
has done for them; many are conditionally so. But a 
sizable minority are not. It is these readers — who find 
ADP too costly, too complicated, or both — whose ex- 
perience should be borne in mind when attempting to 
achieve a real perspective of office automation amid the 
call for its universal adoption. This, to a major extent, 


sums up the findings from a survey of 5255 companies 
conducted by THE OFFice for this Survey and Forum 
issue. 


“Why take a ten-ton truck to move a one-ton load?” 
one reader asks. This ADP user expresses disappointment 
“because we have not been able to use the machine as 
much as we should.” Another points out that: his com- 
pany retained management consultants to cut costs in 
its office operation. On the consultants’ recommendation, 
the company’s ADP accounting system was reverted to 
a manual posting operation. The result of this “heresy” 
— reduction of accounting personnel from 11 to five, 
reduced cost, a simpler system performing the same 
function. One reader concludes “that the most impor- 
tant phase in considering ADP is thorough study of the 
work to be done ahead of time.” Like the reader with 
the one-ton load, this user found his big computer “far 
more costly than the value of the information we were 
able to develop with it.” 

It is emphasized that these shortcomings are not the 





fault of the equipment manufacturers, rather of improper 
planning, faulty systems, selection of unsuitable equip- 
ment — most often a too hasty decision on the part of 
management through overzealous selling on data proc- 
essing itself. 

One ‘reader, who suspends judgement on ADP but 
believes his company may have been oversold, writes: 
“From now on we will move slowly in the direction of 
further automation, not be carried away by considering 
automation as an end in itself.” 

Medium size firms seem to have the most difficulty. 
Larger companies always find areas in their operations 
which can be effectively applied to the use of the equip- 
ment. As one reader put it, “The equipment will do 
anything you can afford to have it do.” To determine 
beforehand the precise point at which ADP can bring 
about the efficiencies and savings that will enable a com- 
pany to afford it, emerges as a major problem facing 
those who would automate. 

Automation is a completely new and different concept 
of office operation, not a substitute for manual or me- 
chanical methods. It demands investigation, analysis and 
re-alignment of existing systems before conversion can 
be attempted. The growing competition between equip- 
ment manufacturers has resulted in a fine variety of 
available units, but to evaluate the relative merits of each 
system requires professional study. One reader admits 
his company probably converted to EDP equipment with 
too few experienced people. He recommends that manu- 
facturers take a more realistic approach to the timing 
and personnel problems involved in adapting electronic 
data processing to a given organization’s particular needs. 

A management consultant, whose clients are mostly 
small businesses, has this to say: “ ... ADP means a 
radical reorganization and reorientation of (the) office. 
Systems and procedures, sound organization, and strict 
adherence to routine procedures are necessary and, 





where these conditions exist,, ADP is 
a boon. Where they do not... such 
equipment is a waste of time and 
money, and will ultimately be dis- 
carded.” A full 10% of companies 
reporting claimed they have thoroughly 
investigated equipment presently avail- 
able, but cannot find ADP equipment 
that will suit their requirements. There 
exists a need for ADP equipment suit- 
able for small and medium size firms, 
especially in areas up to 200 employees. 

Some of the most enthusiastic ADP 
users are the insurance companies who 
are also among its pioneers. One such 
writes that their experience with ADP 


has been “excellent,” adding the rider 
that they are large enough to warrant 
one of the largest commercial com- 
puters. 

This observation seems particularly 
significant. It appears that there is some 
tangible correlation between successful 
utilization of ADP and the size of the 
company concerned. It is a common 
vein running through the majority of 
our readers’ experiences with this equip- 
ment. Also, no matter how well 
planned in advance conversion to ADP 
may be, some sort of “teething” period 
is apparently inevitable. 

For the statistically minded, it can 





A New Company Policy 


Our company recently established a 
policy that we are going to have the same 
kind of attention, emphasis and organiza- 
tion for the management of business infor- 
mation, that we have for the management 
of men, money, materials and facilities. 
Our experience with data processing indi- 
cates a tremendous new tool which can 
afford us great opportunity to better con- 
trol our business. In limited areas, there 
has been significant clerical savings 
through the use of computers but, by and 
large, the opportunity for improved opera- 
tions has been a result of the speed with 
which information can be made available. 
I am thinking, for example, of a produc- 
tion control application, with a cycle of 
forecasting, exploding parts requirements 
and developing shop schedules and vendor 
releases, which was reduced from fous 
weeks to four days with the result that 
material intake could be more closely con- 
trolled. In our experience, we have not had 
a real break-through in developing new 
concepis for the computer, but believe 
that the opportunity exists, given the time 
and opportunity to exploit it—JOHN E. 
DeMOTS, Manager, Systems & Data 
Services, International Harvester Co., Chi- 
cago. 
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Need Better Input-Output 


Lockheed has for the past five years con- 
tinued to expand its use of automatic data 
processing equipment in the further devel- 
opment and sophistication of our manage- 
ment information systems. Our experience 
to date has proved beyond doubt that the 
equipment, when properly utilized, has 
made a healthy contribution in our abilities 
to handle many complex management sys- 
tems problems. To date our use has gen- 
erally been in the area of a reduction of 
clerical effort with a degree of systems 
sophistication embodied in their develop- 
ment and use. Application of the systems 
has not generated any major problems 
inasmuch as it is our practice to precede 
the application of such equipment by a 
lengthy study of all known problems in 
the area. In this manner we have been able 
to circumvent many problems that would 
otherwise have developed. 

It is my opinion that, from the stand- 
point of the central processing unit, data 
processing developments of the manufac- 
turers to date have been somewhat ahead 
of our ability to use them to their greatest 
capability. The reason rests in the limited 
capabilities of in-put and out-put equip- 
ment presently associated with central 
processors. It is my opinion that the manu- 
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be stated that 37% of the reporting 
firms either had, or are about to in- 
stall, ADP; against 28% a year ago. 
Only 2% are presently using service 
bureaus. 

Though digital computers find. their 
major use in business and government 
offices, there is also a sort of glamorous 
side to some of their other useful, if 
not also esoteric, applications. Police 
departments use them to control traffic 
accidents, universities to prepare class 
schedules, meteorologists for weather 
forecasting, scholars to find missing 
words in the Dead Sea Scrolls and at 
the Olympic Games to compile and 


speed results. Nevertheless, while au- 
tomation has proved itself a boon in 
office applications, its utility in all 
offices is another matter. Many of our 
readers seem to feel that there are very 
many office functions that will still best 
be accomplished in the old way. Au- 
tomation is not a question of all or 
nothing. That an organization should 
consider ADP in the light of its own 
special needs and decide for or against 
its adoption, seems to make good sense. 

The expressed comments of readers 
which follow present a cross-section of 
actual experience of companies with 
automatic equipment. 





facturers of such equipment must con- 
siderably expand the capabilities of in-put 
—out-put equipment before the user can 
make full use of data processing systems. 
—NORMAN J. REAM, Corporate Direc- 
tor of Systems Planning, Lockheed Air- 
craft Corp., Burbank, Calif. 


Clerk and Pencil vs. ADP 


We have not installed an automatic data 
processing system in our office. I still 
agree with the former office equipment 
salesman who said that the hardest com- 
petition he met was not furnished by his 
competitors, but by a good clerk with a 
pencil—HENRY E. NILES, President, 
Baltimore Life Insurance Co., Baltimore. 


ADP Equipment Tet Fancy 


We have not embarked on a program 
of automatic data processigg as such. We 
do have a fair-sized tabulatirz.department, 
but as yet we have not ingtalled any high- 
powered ADP equipment. ‘While we are a 
large company, the volume and substance 
of our transactions is such that current 
ADP equipment is much too fancy for our 
use.—T. C. DUTCHER, Controller, Con- 
solidated Water Power & Paper Co., 
Wisconsin Rapids, Wis. 
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Smaller Punched Cards 


Programs were not planned sufficiently 
for use of: the Univac 60 as of the time 
the machine arrived. Persons in relatively 
important positions were allowed to influ- 
ence the placement of programs on the 
machine that should have been handled by 
other clerical procedures. Input methods 
were too slow. The conventional key 
punch-key verify-accounting machine list 
and audit method is too slow. Greater use 
of adding and bookkeeping machine tape- 
to-card methods appears to be the answer. 
Typewriters that will produce punched 
tape also should be used more. 

With manual methods, many programs 
and reports can be completed and the re- 
sults distributed to the proper persons 
prior to completing the last report. A com- 
puter tends to reduce the speed of pro- 
ducing all reports to that of the slowest or 
last produced report. The breakdown of a 
computer creates a problem that is difficult 
to cope with. Also, the use of a smaller 
number of employees capable of operating 
the computer presents a problem. 

We need to improve our means of input. 
Punched paper tape is the best answer we 
have now, Eventually we must get away 
from so many punched cards. There is a 
great need for the development of a system 
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in the class of the Samas card for small 
business and for many situations to com- 
plement IBM or Rem-Rand Card systems. 
I am confident that,more than half the 
applications using an 80 or 90-column 
card could be placed on a 50 to 60-column 
card or less—JOHN L. PRIMM, Forms 
& Procedures Consultant, Frito Co., 
Dallas. 


Satisfied With Computer 


We are well satisfied with the installa- 
tion of our Ramac, although it did cause 
considerable confusion at the time of our 
changeover. We believe it has lived up to 
expectations, and have experienced im- 
provements in inventory control, order- 
writing, billing and payroll—A. J. KIST- 
ING, Secretary, Dubuque Printing Co., 
Dubuque, Iowa. 


Be Sure Before You Act 


Our new order processing system has 
been in use for about three months. This 
short period is imsufficient to accomplish 
peak efficiency and determine all the 
advantages and disadvantages. Indications 
are plain, however, that, because of the 
cyclical nature of our business and the 
large amount of variables that can occur 
in an order, the equipment has probably 
been misapplied. We are experiencing a 
lack of the necessary repetition of data on 
orders that is the basis for automation 
efficiency. The glamor of automatic equip- 
ment will not overcome the lack of sound 
systems design and good judgment in its 
application. 

I do not imply that we are against 
mechanization and automation. We use it 
in several other areas. It is just that, in 
this one instance, we have experienced a 
condition where it isn’t working to our full 
satisfaction. Every effort is being made to 
gain all that we possibly can from it before 
a decision will be made to keep the system 
or discard it. Let this present a word 
of caution to others who might be 
attracted by the current publicity and en- 
thusiasm over automation. Don't be 
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stampedd into an installation without first 
making 4 complete study and trial runs on 
the equipment, using the system proposed 
for you, oy the exact forms designed for 
you. A demonstration of someone else’s 
system is warthless and even misleading. 
Be sure befote you take action!—W. G. 
SHAW, Treasxrer, Raymond Bag Corp., 
Middletown, OF\o. 


Eliminated Pynched Cards 


We had been operating a self-contained 
IBM installation of Key punch, sorter and 
tabulator for job cosk collection of mate- 
rial and labor data. was also used to 
derive our sales analys{s and for part of 
our payroll. In 1958 we retained a firm 
of management consultants to assist us in 
cost reduction and general expansion. As 
a result, we eliminated the IBM system 
and reverted to manual posting supple- 
mented by Royal McBee time,and material 
cards. In addition, we shifted\ from a job 
cost to a standard cost system that em- 
ploys general controls and detailed controls 
by the explosion method only. 

This is still new to us, in that we have 
not had sufficient time to gather enough 
historical information to prove the total 
value of the system, but we are pleased to 
report that our original acco’i! xg depart- 
ment of 11 employees has teen reduced 
to five, performing the same functions.— 
EDWARD A. ROBINSON, General Man- 
ager, J. C. Hall Co., Pawtucket, R. I. 


Two New Systems This Year 


This year we plan to purchase two data 
processing units: an electronic bookkeep- 
ing computer and a small-scale computer 
in the $25,000 range. Both will be used for 
on-line data processing applications, while 
the larger unit will have additional appli- 
cations in our engineering and statistical 
areas. Time studies indicate a saving of 
about 40% to 50% for the on-line data 
application.. We expect entire new areas to 
open up in the engineering and statistical 
areas. 

Much of our computer application is 
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necessarily unique to this type of a testing 
organization, making necessary a thorough 
study of the hardware available in small- 
scale computers. The intended purchase of 
data processing equipment has also caused 
a review of our methods and procedures 
and some changes therein. We do not 
believe that installation of such equipment 
will be any different than the replacement 
of a manual typewriter with an electric 
one. It would neither replace nor increase 
personnel, but rather would enable us to 
increase speed and accuracy as well as 
provide growth capacity without additional 
personnel.—G. M. SYLVESTER, Special- 
ist, Test Coordination & Methods, Product 
Testing & Evaluation, Large Lamp Dept., 
General Electric Co., Cleveland. 


Getting Small Computer 


For about two years, ending in the 
spring of 1958, we had a rather compre- 
hensive IBM installation which proved far 
more costly than the value of the informa- 
tion we were able to develop with it. 
Subsequent studies have indicated that a 
small Burroughs Computer will prove of 
value in other areas of our accounting 
work and one of these machines is 
scheduled for delivery. 

The most important phase, in consider- 
ing automatic data processing, is to thor- 
oughly study the work to be done ahead 
of time, in order to make absolutely cer- 
tain that the particular method chosen is 
appropriate to the expected results.—E. L. 
SAGER, Treasurer-Controller, Columbia 
Mills, Syracuse, N. Y. 


EDP Is Wonderful 


After 20 years of manually controlling 
all accounting matters, I went through an 
era of doubt and confusion in acquainting 
myself and the entire accounting depart- 
ment with the importance of various steps 
and mechanical methods which had to be 
used instead of the old reliable manual 
routine. It was a long, arduous task to get 
all codes and special reports written up so 
that those IBM “brain” machines could 
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get enough food to do our usual monthly 
tasks. Believe it or not, after a few tries, 
some of the detail work became quite 
interesting when it was realized so many 
fine repotgs,could be gotten from just one 
good coding job. 

Noyx/ after two years (installation was 
completely installed for practically half 
that time) all our new chores have become 
second nature, and we are experiencing an 
easy, relaxed method in handling various 
heavy workloads at peak times with dead- 
line dates. We request what would have 
beep a lengthy, tiresome, difficult statistical 
al al report and, in a few hours, we 
have a complete, concise, perfectly printed, 
accurate statement. It is unbelievable and 
wonderful after the first hectic period, 
Which I am certain all people experience. 
Now we have less work, fewer tensions, 
more time to work on newer, simpler and 
more complete reports for management. 
The reduction of work has caused the 
accounting department to release some per- 
sonnel, but this has been a real find for 
other departments that have need for 
good, experienced company employees.— 
HELEN JURGENS, Chief Accountant, 
Marsh & McLennan, St. Louis. 


Changes Bring Problems 


Our company has processed data in 
large amounts for many years using con- 
ventional machines. We have moved into 
automatic data processing as rapidly as 
clerical routines could be applied to the 
machines—or as soon as adequate equip- 
ment was available from the manufac- 
turers. This latter technique has been used 
at least to a limited extent in the following 
areas: design; engineering and manufactur- 
ing record keeping; arithmetic of statistics; 
logistics of spare parts; financial record 
keeping. 

In some instances our experience has 
been quite successful, in others we have 
encountered difficulties—most of which 
were eventually overcome. Problems exist 
with changes of any kind. Candidly then: 
no problems, no change; no change, no 
progress. The equipment manufacturers 
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are making desirable improvements as 
rapidly as technically possible to meet 
requirements for increased speed, storage 
capacity, etc., and simpler programing 
techniques.—R. I. JOHNSON, Manager, 
Data Processing Dept., Caterpillar Tractor 
'Co., Peoria, Ill. 


EDP Starting This Month 


Data processing started in our bank with 
the installation of IBM punch card equip- 
ment some four years ago. Although we 
have been processing data for many years, 
this was the first system producing output 
which could be used as’input without addi- 
tional work. Jn our four years of opera- 
tion, we have found that this equipment 
could do everything we expected of it and 
in many instances much more. 

Some problems have been created along 
the way. Perhaps the greatest has been 
created by our inability to obtain equip- 
ment when needed. This resulted in our 
having to overload both the equipment 
and our personnel to expand our opera- 
tions at the time this was necessary. I feel 
this is the area where improvement is 
necessary. 

We are preparing for the delivery of our 
two IBM 1401 EDP systems next year. 
These will be complete with magnetic ink 
character recognition sorter readers and 
will be used for our demand deposit, in- 
stallment credit, payroll and other account- 
ing functions. No doubt, we are moving 
ahead too fast particularly in the magnetic 
ink area. However, we feel that this is 
necessary if our bank is to overtake other 
industries and recover the position of 
leadership we feel we should maintain.— 
R. J. CLICK, Assistant Vice President, 
American Fletcher National Bank & Trust 
Co., Indianapolis. 


Machines Met Expectations 


We use NCR 3100 accounting machines 
intercoupled with 026 key punches for our 
accounlg payable and maintenance work 


order stems. Also, eight-channel paper 
tape report output of automatic gauge 
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control equipment on rolling mills. We 
have just installed Computypers for in- 
voicing, and we use Flexowriters for pur- 
chase order writing. Our Royal McBee 
LGP 30 is used to perform computations 
and generate a limited amount of reports. 
We recently installed an IBM 305 Ramac 
for hourly payroll incentive calculations 
and inventory control. On order is an 
RCA 501 for salary and hourly payroll, 
large volume quality control statistical 
studies, and salaried personnel statistics. 
A service bureau’s Datatron 205 is now 
used for quality control statistics. All our 
equipment has lived up to our expecta- 
tions.—D. R. ANDERSON, Manager, 
Systems & Procedures, Allegheny Ludlum 
Steel Corp., Pittsburgh. 


EDP by the End of 1961 


We use conventional punched card 
equipment in our billing, tabulating and 
payroll operations and the equipment has 
lived up to expectations. In fact, it would 
have been almost impossible to handle the 
enormous growth in our business on a 
manual basis, such as we had prior to the 


. introduction, many years ago, of tabulating 


equipment. For some time we have been 
studying the feasibility of installing an 
elecircnic data processing system, and it 
is expected that such a system will be jin 
operation here about the end of 1961. Our 
studies show that the new installation 
should produce substantial economies, but 
the proof of this will come after it 
has been in operation for awhile—OTIS 
E. SMITH, Secretary, Baltimore Gas & 
Electric Co., Baltimore. 


Big Conversion Problem 


We are still in the development stage 
and it is too early to say whether or not 
the acquisition of a Univac File Computer 
has lived up to expectations. The main 
purpose for which we obtained it (sales 
analysis records) has not yet been fully 
realized because of the extraordinary de- 
bugging and programing problems, which 
have been considerably in excess of those 


21 





originally anticipated. We are making 
progress slowly. We probably tried to con- 
vert from tabulating to electronic data 
processing with too few, experienced 
people. If any single improvement is 
needed, it is undoubtedly a more realistic 
approach by manufacturers to the timing 
and personnel problems involved in chang- 
ing over from conventional tabulating to 
electronic data processing.—F. L. STELL- 
NER, Secretary-7 reasurer, United States 
Gypsum Co., Chicago. 


Using Punched Tape System 


The backbone of our data processing 
program is, and has been for many years, 
a rather extensive punched card account- 
ing department which processes our pro- 
duction cost reporting, payroll and labor 
distribution, film rental sales analysis and 
many other data functions for various 
segments of the company and its sub- 
sidiaries. In performing our sales analysis, 
we utilize the “by product” concept to 
obtain input information from sales 
offices throughout the country. Our 
branches use key driven accounting ma- 
chines to prepare their billing, collection 
and accounts receivable reports. These 
machines are equipped with devices which 
produce, as a by-product of posting opera- 
tions, a punched paper tape detailing the 
results of current operations. Tapes are 
mailed daily to the studio machine 
accounting department where they are 
automatically converted to punched cards 
which become the basis of our domestic 
income and sales analysis reports. 

We anticipate, in the foreseeable future, 
that our production volume and other 
activities will necessitate revision of our 
system, either by addition of people and 
equipment of the type we are now using or 
adoption of faster and more powerful 
machines. To prepare for this we are 
studying and evaluating various electronic 
data processing systems as well as survey- 
ing our Own activities and clerical pro- 
cedures. We hope, not only to speed up 
reporting as we now know it, but also to 
provide our management with information, 
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not heretofore available, which will help 
in making future policy decisions. Our 
main problem has been, and will probably 
continue to be with the advent of faster 
equipment, the scheduling and flow of 
input information. No data processing in- 
stallation will operate at maximum effi- 
ciency unless all schedules are rigidly 
adhered to—WILLIAM C. ANDERSON, 
Data Processing Research, Walt Disney 
Productions, Burbank, Calif. 


More People, More Overtime 


Last summer we installed some auto- 
matic equipment: Flexowriters, 1I.B.M. 
card punches, etc., to accomplish our 
billing. We feel we have not been at it long 
enough to pass accurate judgment. As of 
now it would seem that the work capacity 
of the equipment was badly misjudged. 
In other words, it took more people and 
more overtime to accomplish our peak fall 
billing than ever before, and costwise we 
have gained nothing. However, we are 
still making improvements and refinements 
which in time we hope will justify this 
system. From now on we will move slowly 
in the direction of further automation as 
we will not be carried away by the trend 
of considering automation an end in itself. 
—H. VANDER LEEK, Treasurer, Hart 
& Cooley Mfg. Co., Holland, Mich. 


A Look at Both Sides 


We are reasonably happy with our in- 


stallation although it is not completely 
installed. Our experience in installing a 
series of Flexowriters to enter orders from 
seven points, channeling them through a 
central order processing department, and 
in placing them in one of two plants, 
has brought up several problems: 
Overcoming management inertia to sell 
the program and to back it during the 
installation period can be difficult. The in- 
stallation needs a strong quarterback. Effi- 
cient systems and procedures work is nec- 
essary, else it merely speeds a present 
system, helping one become inefficient 
faster. It is necessary to keep the ground 
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THERE'S A GRAPHICOPY® PAPER 
FOR NEARLY EVERY OFFICE JOB 


Check this listing and you'll see 
there are Hammermill Graphicopy 
Papers to fit nearly all your office 
printing and duplicating needs. Ac- 
tually there are 272 different 


For Offset Duplicator Use 


HAMMERMILL BOND The standard of quality for 
better-looking letterheads, forms, enclosures. Clear, 
bright and strong with good erasability and typewrit- 
ing quality. White and 13 beautiful colors 


COCKLETONE BOND For executive letterheads and 
important documents. A luxury paper at modest cost. 
Excellent typing, writing and erasing surface. 


MANAGEMENT BOND A good-looking watermarked 
paper for low-cost letters, forms, enclosures. Fine typ- 
ing and writing surface 


WHIPPET BOND For forms, advertising literature, 
bulletins and catalog pages. An economical unwater- 
marked bond with top press performance qualities. 


HAMMERMILL OFFSET SUPER-SMOOTH -Outstand- 
ingly level surface gives brilliant printing effects with 
life-like illustrations. Runs well on spirit duplicators. 


HAMMERMILL OFFSET WOVE For general purpose 
offset reproduction uses: advertising pieces, sales liter- 
ature, manuals, catalogs 


HAMMERMILL OFFSET VELLUM ~ For all kinds of 
ad-promotion printing. Gives a softer more subtle effect 
to art work and product illustrations. Also works well 
with stencil duplicators. 


GLOSSETTE COATED OFFSET For sharpest repro- 
ductions of black and white or colors — type. solids, 
illustrations. Also ideal for bright, sharp spirit dupli- 
cator copies, and it works well as a spirit master. 


DEEPLAKE OFFSET A reliable general purpose paper 
at a very reasonable price. Wove finish. 


HAMMERMILL OPAQUE Gives extra sparkle to 
type, solids, illustrations. Tops for two-side printing. 
Is good for extra-quality stencil duplicating with contact 
dry or paste inks. Vellum finish. 


HAMMERMILL COVER - For booklets, folders, menus 
and other cover paper jobs. High bulk, bright, color- 
ful. Performs beautifully on stencil duplicators 
Antique finish in radiant white and nine colors. 


HAMMERMILL INDEX -~ For index cards, show cards, 
folders, menus and general advertising. Strong, snappy 
and easy to use in the typewriter or on the spirit 
duplicator. Is best index paper for any printing. 


weights, colors and finishes of 
Graphicopy Papers. Ask your Ham- 
mermill Supplier for the complete 
list—the Graphicopy “Paper Selec- 
tion Guide”. Or write Hammermill 
Paper Company, Erie, Pennsylvania. 


Stencil Duplicating Grades 


HAMMERMILL MIMEO-BOND - For top-quality repro- 
ductions of bulletins, scripts, sales letters, other mime- 
ographed messages. Lint-free, with minimum set-off. 
Gives more than 4,000 readable copies per stencil. 


WHIPPET MIMEOGRAPH For clean, sharp, low-cost 
mimeograph copies. Lies flat, runs fast. 


For Spirit and Gelatin Duplicating 


HAMMERMILL DUPLICATOR ~ Gives outstandingly 
bright, sharp copies of bulletins, reports, invoices, etc. 
Colors, made with alkali-resistant dyes, are right for 
Azograph duplicator use. 


WHIPPET DUPLICATOR — For attractive spirit and 
gelatin duplicated messages at low paper cost. 


HAMMERMILL DOUBLE PURPOSE MASTER PAPER 
For long or short run masters on spirit and gelatin 
duplicators. Good for offset reproduction proofs. 


Special Purpose Papers 


HAMMERMILL TRANSLUCENT~ For “whiteprint” 
machine masters. Excellent for printed headings by off- 
set duplicators. Types, writes, erases well. Its high trans- 
lucency gives fast, clear copies 


HAMMERMILL BRAILLE — Made especially for clean, 
firm, durable embossing of smooth raised dots by the 
Addressograph-Multigraph Braille Duplicator or the 
Perkins Brailler. 
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THERE IS 
only CHR WY 

TO HANDLE - 
TRAVEL REIMBURSEMENT... 


Since 1894 The Traveletter System has provided leading companies of 
America with a unique plan for reimbursing travelers’. . . with inherent 
controls and savings found in no other system. 





When considering any method of reimbursing travelers you 
should consider these four points: 


Does the plan have controls to protect your company against un- 
warranted withdrawal of company funds? 


troveletter does ! 


Does the credentiai have nation wide acceptance by hotels and 
motor courts? 


traveletter does ! 


Does the credential offer a national stop-payment feature? 


traveletter does ! 


Does the credential establish a specific weekly limit the traveler 
cannot exceed? 


traveletter does ! 


If the systems under consideration, or the 
one now in use, do not meet any one of the 
above qualifications, you should investigate 
The Traveletter System immediately. 


Traveletter 


D B ; . ++ Modern System for Handling and 
Traveletter” Reg. U. S. Pat. Off. Controlling Travel Expenses Since 1894 


TRAVELETTER CORPORATION « GREENWICH 3, 


Descriptive Brochure on Request 


CONNECTICUT 
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rules reasonably constant until the instal- 
lation has been made. Developing a sys- 
tem which jis flexible enough to allow for 
reasonably constant changes requires good 
initial thinking. Communications can be- 
come a problem. A private wire Teletype 
network throughout the country can be 
most expensive. If we stay within the 
existing TWX network, the quality of 
transmission causes all kinds of interest- 
ing errors. 

The installation itself can bring up some 
problems, too. The system should be de- 
bugged before the kick-off day. A certain 
amount of initial chaos is going to result. 

We have found several definite advan- 
tages to an automatic data processing sys- 
iem. Uniformity is one of the best prod- 
ucts of the system. Our order-entering sys- 
tem, for instance, is so tight that there is 
just one way to enter an order. After the 
data-originating people discover that fact, 
life becomes much more simple. ADP cer- 
tainly speeds the handling of data. We 
could not have shortened a delivery cycle 
without some such system as the one we 
are using. We have found that the auto- 
matic production of data is not the answer 
to all of our problems. Anyone who has 
the idea that he can order a few machines, 
install them and forget his problems is in 
for a sad disillusionment. Somebody has 
to do a big amount of preparation and 
someone must ride hard upon the system 
for a long while. Then, ADP can become 
a most valuable tool—J. W. PARKER, 
Systems & Procedures Dept., American 
Viscose Corp., Fredericksburg, Va. 


A System’s Specifications 


We have been studying ways and means 
of adapting ADP equipment to our needs 
for a number of years, but have not hit on 
what we consider a practical solution. An 
ideal machine, as far as our organization 
is concerned, would have the following 
qualities: be low in cost, $50,000 or less; 
adaptable to our present system with a 
minimum of change in procedures; easily 
programed for special reports; be able 
to produce not only the total figures for 
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each account number but details of each 
transaction within that account number to 
check any that are out of line; ease of 
operation and training of personnel. I 
realize we are asking for a great deal and 
that we can get most of what we want 
from a conventional card system—E. H. 
K. SMITH, Secretary-Treasurer, McWane 
Cast Iron Pipe Co., Birmingham, Ala. 


ADP Is Good, But Not for Us 


For the past several years we have on 
several occasions looked quite carefully at 
automatic data processing equipment for 
use in our firm but in each instance we 
have not been able to convince ourselves 
that our operation would lend itself 
easily to this :quipment. We have been 
using National Cash Register 3100 ma- 
chines for the past five years and with 
these machines we have been able to do 
the job. 

We have had some experiences that 
have contributed to our apprehension 
about automatic data processing equip- 
ment. On several occasions we have re- 
quested information from other firms 
about certain business transactions and 
their response has been, “We are sorry, we 
cannot give you that information at this 
time. We use IBM equipment and, as you 
know, our programing does not allow us 
to stop and make a run so that we can get 
the information you desire.” They usually 
give us a date some two weeks or 30 days 
later at which time they feel that the in- 
formation will be obtainable. In our busi- 
ness, of course, we cannot wait ten days 
or two weeks to obtain information about 
a particular phase of our business and we 
also feel that it is practically impossible 
to program our operations so that every 
phase can be anticipated and properly 
programed. We are aware of the fact 
that automatic data processing equipment 
has been a godsend to many types of busi- 
ness and are also aware that with this 
type of equipment perhaps more compre- 
hensive data can ultimately be accumu- 
lated.—_MAX O. MESSINGER, Assistant 
Secretary-Treasurer, Wilbur-Ellis Co., San 
Francisco. 





Must Sell Customers on EDP 


At present we have no automatic data 
processing in our bank, but we are pre- 
paring for some type of data processing 
system, and at present we are employing 
semiautomatic electronic bookkeeping ma- 
chines. The entire approach to automation 
and the problems involved in programing 
a system differ, of course, in banks from 
other businesses. In business it is strictly 
an internal affair, whereas in banks the 
success of automation depends to a large 
extent on its acceptance by the customers. 
(A bank system depends on its customers 
using numbered checks and deposit slips.) 

We are preparing to install a complete 
automatic data processing system as soon 
as it 1s feasible. However, before we can 
process all items automatically, there will 
be several years of hard work. We are con- 
vinced that the ultimate answer in bank 
bookkeeping and accounting lies in the use 
of computers. A bank’s system will con- 
sist of a magnetic character sorter-reader, 
some type of processing unit and a 


Memory unit to store the information we 
require in demand deposit accounting. 
Although many banks throughout the 
country are preparing to install such a 
system, we feel that the use of numbered 
checks and deposit slips throughout bank- 
ing 1s at least ten to 15 years away. Many 
banks, including our own, will, however, 
be able to make use of some of this equip- 
ment within a very short time. Our bank 
intends to use the complete data processing 
system by the end of 1964. This estimate, 
however, may very well be overly opti- 
mistic—_JAMES VELDMAN, Operations, 
Old Kent Bank & Trust Co., Grand Rapids, 
Mich. 


Investigating EDP 


We are a small-medium sized company 
and have not installed anything more 
elaborate than IBM tabulating equipment. 
We are proceeding cautiously to. investi- 
gate the feasibility of a Ramac or the 
equivalent. A recent divisionalization of 
company operations has brought account- 
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WRITE DEPT. J 
NATIONAL BUNDLE TYER CO. 


Blissfield, Michigan 








For More Information Circle No. 466 


THe Orrice—January, 1960 





---follows your 


® 


PRODUCTS 


PERFECTION. 
Paper Roll Products 


Data Processing Tapes 
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Brand new! 
PAPER TRIMMER & 
CUTTER combined 
CUTS UP TO 50 
SHEETS IN ONE 
STROKE 


6 MODELS: 
14”22” 28"32” and 
28” and 32”( foot models) 


KUTRIMMER 


ALSO CUTS cardboard, fibreboard, 
foils, rubber, fabrics, leather, lino- . 
leum, felt, thin plywood, thin soft 
metal and many similar materials. 


FOR EVERY BUSINESS: 
offices, plant, shipping, schools, 
banks, photography, and homes. 
See KUTRIMMER at your local 
dealer or write to 


MICHAEL LITH sales corp. 
147 West 45th Street, New York 36, N.Y. 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults, 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 13 heights — 4 
widths. for Circular 
56-0 and prices. 


I. D, COTTERMAN, Mfr. 
123 W. Spring Avenue 
Naperville, 111. 
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ing and management reporting require- 
ments to such a complexity that some sort 
of high speed data processing equipment 
with random access memory storage 
appears necessary. We are primarily inter- 
ested in the most efficient and economical 
way to meet our reporting needs, and not 
in automatic data processing per se.— 
WILLIAM J. THOMPSON, Assistant 
Controller, Blackhawk Mfg. Co., Mil- 
waukee. 


Some Observations on ADP 


We have a sizable punched card installa- 
tion and have recently completed a study 
of the feasibility of electronic data process- 
ing for our operations. Based on the 
experience gained in making this study, I 
would like to make the following observa- 
tions regarding ADP systems: 

They entail high rental costs and sizable 
capital outlays for site preparation. To 
justify an installation in terms of pure 
dollars and cents, the feasibility of such 
systems needs to be studied on a broad 
basis rather than a limited organizational 
basis such as a bureau or small depart- 
ment. The intangible benefits of ADP may 


| often outweigh the cost savings benefits. 
| New operations cr improvements in opera- 


tions ray be accomplished which are not 


| possible under less sophisticated forms of 


data processing, although it is not always 
possible to attribute dollar savings to these 
improvements. The success of any ADP 
system depends on the extensiveness and 
adequacy of the pre-planning phase, in- 
cluding analysis of existing operations, 
procedure development, site preparation, 
and preparing for effects upon personnel 
and organization—KENNETH BACK, 
Finance Officer, Government of the Dis- 
trict of Columbia, Washington, D. C. 


Computer Within Five Years 


Like most cther life 
panies of comparable age and size, we were 
among the pioneers in the installation of 
punched card equipment, and over the 
years our installation has been greatly ex- 


insurance com- 


panded. We have been rather 


always 
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cautious, however, in our approach to the 
more expensive machines. It is probable 
that we will be able to justify a stored 
program computer within the next five 
years, particularly in the light of recent 
developments in these machines. Because 
we have always used a conservative ap- 
proach, the amount of mechanization we 
have done so far has been well worth- 
while. The main problem generated by this 
kind of equipment is that, to be eco- 
nomical, transactions must be processed in 
batches rather than in random order. This 
has given rise to peakload problems, par- 
| ticularly at the end of the month and end 
of the year. 

In our case we feel that the areas offer- 
ing greatest future improvements are the 
consolidation of records. and functions, 
much of which can be accomplished on 
conventional punched card equipment, and 
a further use of the technique of manage- 
ment by exception. One advantage claimed 
for computers is that they make available 
to management more information than has 
previously been possible, in a much shorter 
time. While the shorter time is, of course, 
desirable, we feel there is a real danger in 
supplying management with more informa- 
tion than it can assimilate, and that there 
may be a tendency to multiply reports 
| which are essentially meaningless. More 
| attention needs to be given to the type of 
information which is actually needed rather 
than to the methods of supplying the infor- 
mation. — WILLIAM L. FARMER, 
Actuary, Protective Life Insurance Co., 
Birmingham, Ala. 


Get Input at Its Source 


Punched card automation in the very 
recent past seemed to suggest mysterious 
methods of accounting by complicated 
equipment. The very thought of a com- 
puter left one in awe. Yet every time a 
check was written, an inventory record 
made or a payroll journal prepared, input 
was created in one way or another. Too 
often, the steps between input and output 
were long and laborious. 

In the field of punch cards, input is 
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STANDARD INTRODUCES 
AMAZING REVOLUTIONARY ELECTRO FEED 
IN A GREAT NEW LINE OF FLUID DUPLICATORS 


Maer 


THE ROCKET 


Atal, 


SERIES 


Operator skill in fast, accurate hand 
feeding of forms is made unnecessary 
by this Electronic Feed Duplicator. This 


skill has been built into the machine FRRwennintrrrerotn Forwarding Rolls instantly 
itself. It is almost unbelievable, yet a advance paper to Registration Rolls (not shown). 


This dependable mechanism is sensationally effi- 


A€ paper passes Contact Blades, it interrupts curs 
mere sheet of paper, advanced casually rent, starts Registration Rolls, then Duplicator 


or even carelessly, will activate the (ie Q RNC MuCC MECC OCG Mls. OMe 
duplicator for perfect copies in precise practical size form sets duplicator in motion. 
registration. Electronic Feed actually 

corrects operator errors in feeding. So fast is its action, a speed of 100 copies or 
more per minute in exact registration can be attained, even by an inexperienced 
operator. Model E14E-P above, revolves, lets you choose the operating position 
you prefer, front feed, side feed, etc. Write for free brochure. 


STANDARD DUPLICATING MACHINES CORP. 


EVERETT 49, MASS. 
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created by key punching information in 
the cards for mechanical processing in 
tabulating equipment. Imagine how much 
time would be saved, for instance, if when 
a prospective employee filled out an appli- 
cation he would at the same time key 
punch a master tab card for later use in 
payroll preparation. Or suppose that the 
cashier or bookkeeper who writes a check 
on an ordinary check protector could 
punch the dollar amount in the card check. 
This would create input at the source, 
eliminating intervening steps and the subse- 
quent errors which result from repetitive 
manual operations. 

How big must we be to join this field 
of automation where input at the source 
represents such significant savings? Well, 
we don’t need a photographic processing 
laboratory just to take a few pictures. An 
inexpensive camera is all that is required 
and a finished picture is ready for us to 
enjoy at relatively little expense. So it is 
with punched card automation when it 
comes to writing checks. No single item 
is as variable, nor as important. Even as a 


(CUO 0u- 


“9° © 


simple camera avails itself of giant finish- 
ing plants to produce the end product, so 
today’s check protector with built-in key 
punch mechanism brings punched card in- 
put at the source, within reach of every 
office—A. N. WAGERS, Head, Data 
Processing Div., Hedman Co., Chicago. 


Better Input, Flexibility 


Our present status is that of punched 
card applications using low-cost computer 
equipment. These mechanized procedures 
have evolved over the past eight to ten 
years primarily for customer billing, pay- 
roll, personnel and cost accounting. Since 
our transition has been gradual with con- 
versions established on a sound economic 
basis, we feel that our expectations have 
been realized. These include improved 
appearance, accuracy and timing of out- 
puts as well as simplified systems and 
reduced clerical cost per unit. Personnel 
acceptance of mechanized operations has 
been generally good at all levels. 

Two principal problem areas exist where 
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improvements are required. First, better 
facilities are essential for capturing input 
data at its source and converting eco- 
nomically to machine language. Second, 
improved flexibility of equipment is needed 
to simplify systems modifications and per- 
mit economical handling of exceptional 
cases.—J. H. CRAGOR, General Account- 
ant, Chesapeake & Potomac Telephone 
Co’s., Washington, D. C. 


Some Pros and Cons 


We have a key punch, printer, repro- 
ducing punch, interpreter and a sorter. On 
these five machines we perform billing, 
purchase order writing, accounts receivable 
statements, check writing, accounts pay- 
able, departmental sales analyses, and 
various other reports. We have been well 
pleased with the equipment. We feel it has 
given us better results at a smaller cost 
than any other system we have investi- 
gated. 

There are some disadvantages in that it 
is not as flexible as some other systems 


FINGERTIP 
FILING... 
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Rotor-Files 


Wassel! Rotor-Files swing at a finger 


touch—no stretching or bending, no 
pushing or hauling. One girl, from a 
comfortably seated position, can 
reach the equivalent of 32 drawers 
of file folders at the flick of a 


finger. 


might be. There are exceptional cases 
which do not fit in. For that reason we 
have an alternate billing method for cer- 
tain peculiar types of billing and we feel 
that anyone who goes into a billing process 
should provide an alternate billing method. 
We also believe that standardization of 
vendor invoices with space provided for 
information in the form of a stamp, would 
be helpful to all who use automatic 
accounting procedures, particularly at the 
accounts payable end. 

We have also run into the disadvantage 
that, because it is much more efficient to 
write checks in large quantities rather than 
small individual batches, we occasionally 
lose a discount because of the time it takes 
to accumulate the quantity of invoices that 
we want to pay. For this reason we have 
requested more standardized terms from 
our suppliers. and in many cases have been 
successful. Where we have not been suc- 
cessful, however, it seems an alternate 
checkwriting procedure would be in order. 
—A. THOMASMA, C. B. Meyers Co., 
Grand Rapids, Mich. 
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Rely on Facts, Not Fancy 


We are trying to decide whether or not 
we can justify electronic equipment for 
our company which is a little over two 
years old and has approximately 6500 
policies (representing about $60 million of 
insurance) in force. Obviously, at best, we 
are a borderline case for EDP. To start 
out with tabulating equipment and not 
have to suffer the agonies of conversion in 
later years, we used a service bureau to 
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handle our tabulating. We thought that 
having all our basic records on punched 
cards, right from the start, we would never 
be faced with the difficult task of recon- 
structing our records. This idea proved to 
be a mistake. The problems of control, 
time and communications were insur- 
mountable. 

For the above reasons, we are now con- 
sidering our own installation. The more 
we investigate automatic data processing 
systems and their cost, the more I per- 
sonally feel that 
they are being 
oversold. I believe 
too many buy 
EDP installations, 

because they 


The glamor of a 
computer often ob- 
scures the fact that 
a well-planned and 
efficient office pro- 
cedure, using only 
typewriters and 
standard office ma- 
chines, can do 
many jobs better, 
faster and_ with 
much less expense. 
Whether our com- 
pany decides on an 
EDP installation 
or not still depends 
upon our final cost 
analysis and weigh- 
ing our future re- 
quirements against 
our present bud- 
get. I do feel, how- 
ever, that whatever 
our decision is, it 
will be made on 
facts and not 
fancy. — JOSEPH 
KETTLE- 
STRINGS, Man- 
ager, Accounting, 
Illinois Mid-Con- 
tinent Life Insur- 
ance Co., Chicago. 
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Ask your Smead stationer and office supply dealer to show you Smead’s TELL-I-VISION and FLEX-I-VISION filing 
systems . . . or write us for illustrated literature. 


SMEAD MANUFACTURING COMPANY HASTINGS, MINN. CHICAGO LOGAN, OHIO LOS ANGELES 
For More Information Circle No. 285 
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ADP Needed for Invoicing 


The automatic data processing on the 
market today, regardless of size of the 
equipment, is too costly. It appears that 
companies manufacturing this type of 
equipment have not as yet been able to 
produce and manufacture the equipment 
in sizable quantities, and they themselves 
are lagging in trying to accomplish the 
manufacture on a high speed, automatic 
assembly line in an effort to reduce the 
cost. As a result, small and medium size 
companies are not in a position to pay 
the price and realize any net savings for 
such an expenditure. 

It seems that the most urgent and cry- 
ing needs for this type of equipment is in 
the area of billing for small and medium 
size companies for the purpose of speed- 
ing the processing of invoicing, as well 
as eliminating human errors in extensions, 
calculations and other data on an invoice. 
—CLIFF M. ESTES, Secretary-Treasurer, 
Texas Foundries, Inc., Lufkin, Texas. 


EDP Costs Too Much 


After almost five years of intensive 
research, we have found that EDP is 
beyond our reach from a price standpoint, 
for an institution of our size. Personally, 
I also have a feeling that a great amount 
of unnecessary emphasis is often placed on 
so-called “on line” operations, when, as a 
matter of fact, “off line’ would serve the 
purpose just as well and at considerably 
less cost. Patience and lack of haste, I am 
certain, wili pay off in considering the 
possibilities and prospects in this field. We 
want to keep posted, but feel it to our 
advantage to mark time until the costs of 
these systems come down to earth. We 
have a feeling that tremendous improve- 
ments will take place in the next five years, 
and that the cost of these systems will, in 
time, be brought within easy reach of 
ordinary ‘sized organizations. We believe 
there are almost limitless future possibili- 
ties in this field —LEE J. MARINO, Vice 
President - Controller, Central Savings 
Bank, New York. 


(To Be Continued in February) 
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Make Your 
DUPLICATOR OPERATION 


COMPLETE 


4 4 





with a 


Challenge® 
PAPER DRILL 


To speed production and eliminate 
“outside expense” on loose-leaf forms 
. .. do you own drilling, slotting and 
cornering—all on one machine! Much 
faster than punching. Drills 2 inches 
of stock in seconds! 


Challenge offers a full line of drilling 
machines and attachments for every 
need. Foot power model (shown above) 
leaves both hands free for handling 
stock. Table model also available. For 
more complete information, see your 
local Challenge equip- 

ment dealer or write 

today. 


The Challenge Machinery Co. 
GRAND HAVEN, MICHIGAN 
World’s Largest Manufacture: of 

Paper Drilling Machines. 


For More Information Circle No. 461 





How to Pick the Right 
Business Machine 
for Every Office Job 


New Illustrated Guide Saves 
Days of Comparative Testing 
— Prevents Costly Errors — 
Makes it Easy to Train Office 
Personnel 


TELL US WHERE TO SEND YOUR COPY 
FOR i0 DAYS FREE EXAMINATION 


This new guide can help you select the 
exact machine to fit any specific job. Tells 
you what questions to ask to avoid paying 
for costly features you don’t need. De- 
scribes scores of business machines. Gives 
little known facts about machines used in 
every office as well as infofmation about 
the latest in automatic equipment. Gives 
you and your staff a clear picture of the 
features and important differences on al 
types of modern office machines. Office 
Managers say this guide is invaluable in 
training personnel because it helps them to 
understand the purpose of the machine they 
use. Points out money-saving practices 
that many do not even 
know exist. This guide 
is now being used as 
reference by business 
schools and sales train- 
ing classes. on 
‘ MACHINES 
Examine 10 Days Free 
Mail coupon right away and ey 
we'll send you a copy of ‘‘To- 
day’s Business Machines’’ to 
examine FREE. When you see 
how it can save money and 
prevent costly errors, then pay 
only $4.95 plus postage and the 
book is yours to keep as an 
ever-handy reference. Or return 
the book within 10 days and 
owe nothing. 

AMERICAN TECHNICAL SOCIETY, Dept. OF -9 

848 East 58th Street, Chicago 37, Illinois 

Se Se eae eee eee eS SS eS SS eS eS eS eee eS eS 


MAIL THIS FOR FREE EXAMINATION 


AMERICAN TECHNICAL SOCIETY, Dept. OF-9 
848 East 58th Street, Chicago 37, Illinois 


Please send me a copy of ‘‘Today’s Business Machines”’ 
postage prepaid, for 10 days FREE EXAMINATION. 
Within 10 days | will either return the book and owe 
you nothing, or | will keep the book and pay your bill 
for $4.95, plus postage and handling charges. 


= = aad 
Od 


ce Ca 


My Name is 

Address pad es ; 

City .. Snaeewneh we . Zone State 

[1] Send $4.95 check or money order with this coupon and 
we will pay all postage and handling costs. Same 
10-day Free Examination and return privileges holds 
good. 


For More Information Circle No. 300 
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THE PREPARATION OF THE ANNUAL 
REPORT. Research Bureaus. Inc.. Box 
68, Kensington Sta., Detroit 24, $15. 


Embraces all phases of the conception, 
preparation and production of annual re- 
ports. Covers such areas as cover design, 
executive messages, scope of operation, 
financial narratives, charts, graphs, art- 
work, photography, envelopes, paper, 
transmittal forms, printing methods, etc. 


ELEMENTARY DECISION THEORY by 
Herman Chernoff & Lincoln E. Moses. 
John Wiley & Sons. 440 Fourth Ave.. 
New York 16, 364 pp.. $7.50. 


Approaching statistics as the science of 
decision-making under uncertainty, this is 
said to be the first elementary study of 
decision theory. The culmination of many 
years of development, it furnishes a simple 
method for examining the fundamental 
aspects of statistical problems. Requires 
only a limited mathematical background. 


PU NCwED CARD TRAINING MANUAL 
by Ethel Langtry. Retail Research Insti- 
tute, National Retail Merchants Assn.,. 
100 West 3ist St.. New York 1, $2.50. 


Describes each of the basic machines 
used in ‘retail tabulating departments, their 
uses and operation. 


AND OFFICE LAY- 
by Kenneth H. Rip- 
30 West 42nd St., 

200 pp.. $10. 


OFFICE ay Hy" LING. 
OUT 


McCraw hil, 
New York 36, 


nen, 


Offers aid on all aspects of planning, 
setting up and administering office space. 
Includes information on determining space 
needed for various kinds of office work. 
Tells how to make the best use of space, 
lighting, air-conditioning, partitions, color 
and other factors. 
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wits THE Tea) 


‘Yet never 
dries 
on the 
Ink Pad! 


Klean Write Super Emutsion Duplicating Inks! 


Klean Write Super Emulsion Inks will revolu- 


tionize stencil duplicating! Run your finger over 


the copy as it comes from the machine—abso- 


lutely dry! No slip sheeting, sharper impres- 
sions, no offset, minimum penetration. And yet, 
the ink can NEVER dry on the ink pad! 
Order our No Order our No. 200 SE Semi-Paste 
Ink, packed in one-pound cans Ink, packed in one-pound tubes, for 
for other Dick mimeograph Dick mimeograph machines Nos 
and other American duplicating 416, 418, 436 and 438 
machines 


26 SE Liquid 


Kleen Write 726 SE Liquid 
List Price $2.50 Ib 


FRANKEL 


MANUFACTURING CO. 


285 Rio Grande Bivd. + Denver 23, Colo. 


You’ve never seen anything like it. Copies as 
sharp and clear as you get from offset printing 
. and that holds true whether you make 15 
copies or 15,000, because Klean Write Super 
Emulsion Inks cannot damage your stencils. 


A chemical miracle from the research labora- 
tories of the Frankel Manufacturing Company, 
world leader in duplicating supplies for 53 years. 


Try it once—we know you'll never use anything else! 


Frankel Manufacturing Company 
285 Rio Grande Bivd. + Denver 23, Colorado 
Please send me a trial order of Klean Write Super Emulsion Stencil 


Duplicating Ink. If lam not completely satisfied | will return the un- 
used portion of the order and remit no payment 


Check One: 
Klean Write 726 SE Liquid 
Quantity Ibs 


Klean Write 200 SE Semi-Paste 
Quantity 

Name 

Firm Name 

Address 

State 


City Zone 


Crystal Copy Corporation « 4 West 16th St. « New York, N.Y. 


For More Information Circle No, 237 
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LUXCO CHAIRS 
... premium quality, rich luxury, 
outstanding durability... all at a remarkably 





$4,995 | MODEL 
| 1020 nhs tins Gtkten,. Vb AONE <. CARTS eneeteN 


“ MAINE, FLORIDA, TEXAS 42ND WESTERN STATES 


CES ARE FOR NAUGAHYOR OTHER FABRICS 
TLY HIGHER 


.. write today for full information 


- 100 KING STREET 
inc LA CROSSE, WISCONSIN 
o PHONE 2-1277 
For More Information Circle No. 232 
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GUIDE TO RECORD RETENTION RE- 
UIREM S. Government _ Printing 
ae Weahinsion 25, D. C., 63 pp. 15 
A guide to generally applicable federal 
laws and regulations on retention of rec- 
ords by the public. Shows what published 
requirements there are on keeping non- 
federal records, what records should be 
kept, by whom, and for how long. Revised 
to Jan. 1, 1959. Ask for Catalog No. GS 
4.107:24/84/pt.2. 


NATIONAL FIRE CODES, 1959, six vol- 
umes. National Fire Protection Assn., 60 
Batterymarch St., Boston 10, 5280 pp., $7 
per vol, $35 for six. 

A compilation of 177 standards de- 
veloped by NFPA in the fields of flam- 
mable liquids and _ gases; combustible 
solids, dusts, chemicals and explosives; 
building construction and equipment; ex- 
tinguishing equipment; electrical installa- 
tions; and transportation. Includes 60 new 
or revised fire safety standards and all 
amendments approved by the NFPA to 
July 30, 1959, 


ZIP-O-RITER 


Addresses Directly 
from Card 
Files 


Writes 

Headings On 

Work Sheets 

Accounting & 

Tabulating 

Forms 

INDISPENSABLE FOR 

MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plates, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 


For More Information Circle No. 301 
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TODAY'S BUSINESS MACHINES by Har- 
son Fisher. American Technical Society, 

$48. East s8th St., Chicago 37, Ill, 120 

pp., $4.95. 

Serves as a general survey of office ma- 
chines, techniques and processes, this vol- 
ume presents them as they are today and 
discusses which will be used tomorrow. It 
presents their applications and merits with 
impartiality. Copiously illustrated and 
recommended for use in training office 
personnel. It covers typewriters, mail- 
handlers, dictating machines, duplicators, 
microfilm equipment, adders and calcu- 
lators, accounting machines, punched card 
machines and digital computers. 


PERSONAL TYPING by Alan C. Lloyd & 
Russell J. Hosler. Gregg Div., McGraw- 
Hill Book Co., 330 West 42nd St., New 
York 36, 60 pp., $2.84. 

An intensive .training course and refer- 
ence manual for those who wish to learn 
rapidly how to type their own work. In- 
cludes sections on business correspondence, 
manuscripts, tabulation, techniques and 
drills. 


DO YOU WORK | y ALL DAY 


‘PET? 


Yow at last a new modern, low priced 


electric foot warmer that will keep you 
healthy, happy and comfortable. 


poten ESE CFRO~MAF 


Check stand cashiers, secretaries, assembly line workers, 
housewives, office workers, theatre cashiers, machine 
operators, telephone operators, and many others through- 
out the country are now singing the praises of the Electro 
Mat. There is no further need to work all day with cold feet. 
Size 14" x21" Safe and Economical. 


lightweight , portable INTERSTATE RUOBER PRODUCTS CORP. 
Consumes less 908 Avila S os Angeles 12, California 
power then o 100 108 Meyers Rd. Detroit 26, “Michigan 
watt light bulb Pleose send me Electre Mats ot $7.95 each 
Mail your check IMPORTANT SAVING 
or money order 6 oF we ordered, price is only $6.95 each, 
Enclose $1.00 deposit with order, 





tedoy for ONLY 


= 
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Dept. 93 PLEASE PRINT CLEARLY 

















The 
ama pto'nine” 
Office — 





e Disposable 
Solution 
Cartridges 
(no more 


mixing) 


e Built-in 
Paper- 
Safes 








Here’s the very best in office photocopiers. ‘Completely 
portable, the new Ampto “Nine” will copy virtually any 
original to nine inches wide by any desired length . . . 
quickly and economically. 

Ask your Ampto dealer for a free demonstration .. . 
write— 


ama ptoa, inc. 


A Wholly-owned Subsidiary of Anken Chemical & Film Corp. 


Newton, New Jersey 


For More Information Circle No. 348 
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How simplified Expense Reports 


help you meet 1960 income tax requirements 


THEY COST SO LITTLE — 
ORDER TODAY! A year's supply — 50 


weekly sets—in plastic envelope to keep them 
clean and handy. Also available in boxes of 
500. Ask for Wilson Jones No. 44-950. 


WILSON JONES 


BETTER BUSINESS FORMS... EASIER TO USE 


For More Information Circle No. 297 


You will do right by yourself and stay right with 
Uncle Sam by keeping a complete, accurate 
record of your 1960 deductible and reimbursed 
expenses with GrayLine “Snap-A-Way” Expense 
Report forms. 

2-part “Snap-A-Way” form provides quick, accu- 
rate record in duplicate . . . with one writing. 

All headings are there for easy, fast recording. 
Auditing space on back of employer’s copy. Com- 
plete, time-saving summaries ready when prepar- 
ing your tax return in 1961, 

GrayLine “Snap-A-Way” Expense Reports cost 
you less than 4¢ per week. If your stationery 
dealer cannot supply you, mail coupon. 


WILSON JONES COMPANY 
209 South Jefferson Street, Chicago 6, Illinois 


Please send me a Free sample Expense Report Form 
and complete information about it. 


Name_ 


Address 


Our usual office supply source is 








Thermofilmer! 


A new machine 
with 
thousands of 


business applications! 





A few seconds and your letters and documents 

are ‘‘thermofilmed’’—permanently sealed into a 
clear, transparent plastic, fully resistant to moisture, 
grease and chemicals. Thermofilm gives foolproof 
protection against alteration of valuable documents! 
Thermofilm—the plastic lamination that is sure and 
clear, fast and simple in one compact unit... 
EICHNER Thermofiim. 


EICHNER-ORGANISATION 


UNTERLINDAU 21/29 e FRANKFURT/MAIN 
GERMAN Y 


For More Information Circle No. 229 
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Safety Insurance for Your 
Costly Office Machines with 


TIFFANY° STANDS 


GREATEST ALL PURPOSE, 
completely safe, Stand for 
costly office machines. Ad- VIBRATION- FREE RIGID- 


justable open top. . . noise- ITY. Square, tubular legs. 
escape hatch. Castings cover Adjustable, one piece, 


tetractable casters; anchor open top .. . noise-escape 
firmly on floor. hatch. 





MODEL 
2500-CA 


(with casters) 


MODEL 
2500-GL 
(with glides) 


EXTRA HEAVY STAND for 
PHOTO COPYING...DUPLICATING many types heavier, elec- 
MACHINE TABLE. Precisioned con- trically operated, office 
struction; heavy steel for insured machines. Square, tubular 
rigidity. Top size: 30” wide, 18,” legs. Solid steel top, under- 
deep. Compartments and tray coated for sound-vibration 
for supplies. abatement. 





For further information, write Dept.0 


@ TIFFANY’ STAND CO. 


7350 FORSYTH «+ ST.LOUIS 5, MO. 


For More Information Circle No. 239 
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Q Ditterent, 10S Favenved - 
The instant M-50, Columbia’s patented polyester ribbon, goes into 
action you'll see the unique combination of all these features. 


@ extraordinary versatility—ex- | @ complete release of ink for ab- 
ecut.ve correspondence or perfect solute uniformity 

originals for all copying processes smudge-free handling and typing 
@ virtually unbreakable e@ 50% more yardage on same 
@ sharpcopy—comparabletoac- diameter spool 


tual printing @ easy to make, halo-free erasures 


Special Tri-Pak offer. Write Columbia Ribbon & Carbon 
Mfg. Co., Inc., 1061 Herb Hill Road, Glen Cove, N. Y. 


*y S. PAT. NO. 2508725 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIFORNIA 


For More Information Circle No. 226 
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new economy adding machine by oO} re. alo -x< 


economy priced to save you money —4-way guarantee 
and continuous-duty design assures long trouble-free 
service——_—_—_—_the famous “‘addo-x”’ features include: 
direct subtraction——repeat add and subtract——total 
and subtotal in red——direct-action function keys —— 
symmetrical, interlocked keyboard 7/8 capacity 
see yourdealerorwrite: ““addo-x’’ 300 Park Ave. NY 22 


sensationally low list price $198.50 


For More Information Circle No. 242 
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EXPANSION PLANNING witH 
RFI STEEL RECORD FILES... 


A cluttered cardboard storage reom such 
as this, is a costly waste of space and 
employee time that you can’t afford. 


Nylo Glide record files save 40% or more in 
valuable floor space and the accessibility of 
RFI files saves you valuable employee time. 


Record Files, Inc. These nylon bearing smooth 
provide file room lay- operating files are available 
out and installation, plus : in any size. No waste spac 

a record retention schedule, —inside or out. Designed to 
free of charge, with each order. fit the records they hold. 


RFI brings you EXPANSION PLANNING. Each RFI file is a 
single basic unit and may be combined to go as high or as 
wide as you wish, Files can be added as you need them. 


RECORD FILES, INC. | 
P. 0. BOX 581 © WOOSTER, OHIO RECORD FILES, INC. great strength 


The gt 
Please have your nearest representative | P. 0. BOX 581 of Nylo-Glide files 


stop and see us at his convenience. WOOSTER, OHIO ~. hn Bo = 
under @ great load 


or pressure. 


Nylon bearings prevent —- 
cause drawers to work easily 
while under heavy load. 











For More Information Circle No. 319 
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Because 
First Impressions 


ed 








‘ 


it Ja bre BUSINESS CASES 


Your Stebco Case will make a lasting impression with its brand new “executive” 
look that lasts for many, many years. Everything about it reflects Stebco’s 
10-Point construction standards ...in your choice of Finest Quality Top Grain 
- Cowhides or our exclusive patented TUFIDE (unconditionally guaranteed 
5 full years.) : F 

For instance: Stebco's patented “‘lifetime’’ Cushion Handle that will never 
break or tear loose, no matter what you do! 

So... when first impressions count... count on Stebco, America's best - 
Business Case buy. 


STEIN BROS. MFG. CO., (Since 1918) 1401-17 W. Jackson Blvd., Chicago 7, III. 


Custom Built Cases of Tufide or Leather for Any Purpose 





FAST 
SIMPLE 
ACCURATE 


oom AW Now) Wanna 
PLUS-0-MATIC The 


FIRST Major 
ADDING CALCULATOR WITH Development 


Yhem . in Key-Drive 
¢ 4 AND Calculators 

. Lf in More Than a 
THE EXCLUSIVE ; Generation! 


FASTER / because it eliminates 
thousands of tiresome key 
depressions. 
SIMPLER / because its 
minimal controls make 
operation easy for 
everyone. 
MORE ACCURATE / 
because d 
multipliers are ( 
displayed in the 
MAGIC 
MULTIPLIER dial. 

Ask fora 
MORE PRODUCTIVE / : demonstration 
because subtraction and _ y and you'll agree 
accumulation are automatic. it’s “The One Calculator 
No machine adds faster. = for All Office Figure Work.” 


fo 


PLUS Computing Machines Division 


CONTROL SYSTEMS, INC. 
5 Beekman Street, New York 38, N. Y. © REctor 2-0045 


Representatives in Principal Cities 
For More Information Circle No. 338 
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REWARD 


... for typewriter dealers inter- 
ested in increasing their potential 


... profitwise ... for dealers who 





learn how casy it is to sell the 
R.C. Allen VisOmatic Typewriter 


— the line with the biggest profit 


offered by any domestic or foreign 


manufacturer. 


Business Machines, Inc. 


680 FRONT AVENUE, N. W. @ GRAND RAPIDS, MICHIGAN 


Adding Machines Bookkeeping Machines « Cash Registers © Typewriters « 
Safes and Files « Carbon Paper and Ribbons « Precision Aircraft Instruments 











Please send me information on a pro- 
tected R. C. Allen franchise. 


NAME 








ADDRESS _ 


CITY 





For More Information Circle No. 247 
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Golden Streak Ey 


SPIRIT DUPLICATOR 


Clean, sharp copies without ink, gelatin, type or ribbons .. . 
the speed and efficiency of an all-electric operation, plus the 
most advanced features found in any spirit duplicator! Finest 
hammerloid finish keeps clean longer, keeps beauty longer. 





—- Ly | 


Sek ff a, 
= = | Se 


Last sheet fed shuts off All working parts com- Margin-Adjustor in- Pitot signal tight indi- | 
mochine and master cyi- pletely enciosed for sures even, perfectly cotes electric current 
inder baits. safety. aligned reproductions is on. 

















For full details on our complete line of 
Spirit and Stencil Duplicators and Supplies, 


5 Write Dept. O-24. 
\ 4 copy-rite by 


WOLBER DUPLICATOR 2101 West Cortiand St. « Chicago 14, Illinois 
ane sorely Redwood City, Calif. « Brooklyn, New York 


For More Information Circle No. 271 
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DON’T BE A HEN ((QA(i{ 


TALLY SHEET 





PRODUCT 


STYLE 
SIZE 32 























“ TALLY “ 
_ SHEETS 








USE THE NEW 
DENOMINATOR. 


MULTIPLE-TALLY == 


and save up to 50% time meet your needs em 
i 12 Unit 2 Step—only 10°x6” 
on anything you sort-count 


Stop using this mark 7K 7K ..it's obsolete! Get far 

more accurate results in half the time with the new 

low-cost DENOMINATOR MULTIPLE-TALLY! It’s 

loaded with new features — years ahead in styling. 

Compact... simple to use... all-metal construction. 
Write Dept. 0-61. 








The DENOMINATOR COMPANY, Inc. 
261 BROADWAY, NEW YORK 7, N, Y. 


Manufacturer s of Tabulating Machines for over 45 years 


For More Information Circle No. 262 
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Seribe 


MODEL $1-70 


Wasa 
TMi ts 


CLEAREST RECORDING, MOST DEPENDABLE 
FOR REMOTE OR NETWORK COMMUNICATION 


SCRIBE S1-70 remote is a rugged commercial size dictat- 
ing machine. Scribe records your voice with unmatched 
clarity on high fidelity Mylar magnetic tape—pre-loaded 
in 30 minute tape magazines. All operatins are con- 
trolled by finger tip touch with the exclusive “Miracle 
Mike” desk station. Work load permitting, one Scribe 
serves as both recorder and transcriber. Scribe remote 
dictation systems are versatile—ideal for switchboards, 
intercom systems or any recording need from one to 
fifty dictators. 

Other models for individual use. 

Thousands of dependable Scribe machines are in use in 
Government, business and industry. 





Jeaturing 


Leribe 


EXCLUSIVE 
MIRACLE 
MIKE 


machine at secretary's desk to indicate length 
and end of each letter and automatically indicates 
end of dictation when microphone is replaced. 


Lights signal when machine is in use. 


“Miracle Mike” gives you finger tip control of all 
functions of the machine. 


@® Desk set button punches time indicator card on 


DEALERS—WRITE FOR PROTECTED TERRITORY INFORMATION 


LET US PROVE IT! SEND COUPON TODAY 
SCRIBE DISTRIBUTORS CO. DEPT. O-! 


6949 W. North Ave., Oak Park (Chicago), Ill. 
Rush me cost-saving facts on Scribe. 





Name 


c 





r 7 


Address 





Number of Dictators 


Check — Dealer [7] User [] 


@eeeeeoeceeaeeeeeeeeeeeeeeee eevee 


REPRESENTATIVE REMOTE INSTALLATIONS 


Single executive * *Miracie | Mike” desk set connected to Scribe $1-70 
remote tly of secretary's 
desk. 








Three executive “ “Miracle Mike” desk sets with Single $1- -70 Scribe 
remote recorder and $1-60 iber. Aliows d and tran- 
scribing at same time. 


My “es 


Six executive “Miracle Mike” desk sets connected to 2 Scribe $1-70 
recorder-tronscribers. When either machine is in use (indi- 
coted by light on executive station) selector switch on desk set per- 
mits other dictators to select idle Pp need 
depends on work lood requirement. 











A PRODUCT OF SCRIBE INTERNATIONALE, A DIVISION OF GENERAL SINTERING CORPORATION—Franklin Park, Illinois. 
For More Information Circle No. 276 
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Set for completion 
early in 1962, this 
14-story adminis- 
tration building is 
being constructed 
for Minnesota Min- 
ing & Mfg. Co. at 
its research center 
just east of St. 
Paul, Minn. Proj- 
ect includes a two- 
story cafeteria 
building and an 
underground ramp 
garage for a total 
cost of some $10 
million. 


ese 


4 


iil i eee Mi : 


Special order of 324 giant nylon post binders is inspected before dispatch from Wilson 
Jones’ Chicago plant. These oversized (26” x 17”) binders will house more than 100,000 
special sheets double the size of normal marginal punched tabulating forms. L. to r. 
are Harold Gould, Wilson Jones western sales manager, and Edward Whittemore, 
GrayLine sales manager. 
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Pitney-Bowes’ 


New Look 


Lobby and display room 
of Pitney-Bowes, Inc., 
Stamford, Conn., typify 
the results of their $8.5 
million renovation pro- 
gram. White tile post- 
marks on world map (rear, 
right) indicate nations 
using metered mail. 


The area at left 
was converted from 
finishing operations 
to a well lighted 
accounts receivable 
section where rec- 
ords of 250,000 
customers in 50 
states and 45 coun- 
tries are  main- 
tained. 


The board room 
(below), : matching 
the president’s of- 
fice nearby, has 
teak panelling. 
Around the fire- 


place are Dutch 
tiles illustrating the 
complete line of 
Pitney-Bowes prod- 
ucts. 
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Dictating System in Health Center 


Unintelligible handwriting—a problem in 
group medical services where reports on 
diagnosis, prognosis and therapy may be 
written up by various physicians — has 
been overcome at Union Health Service, 
Inc., Chicago, with a centrally controlled, 
remotely operated Scribe dictation system. 
Here administrator Leif Thorne-Thomsen 
checks transcript of physician’s report. 


Installed by Scribe Distributors Co., the 
system consists of three remote dictation 
stations, recording unit and one trans- 
scribing unit. 


Doctor lifts microphone and is automatic- 
ally connected with a_ centrally-located 
recording unit, monitored by a secretary. 





New York’s First 
National City Bank 
recently placed its 
25th Peerless Dri- 
Stat photocopier in 
service. Here, Bet- 
ty Campbell makes 
a copy for Edward 
C. Silberbauer, as- 
sistant vice presi- 
dent in charge of 
bank’s transfer de- 
partment. Donn 
Fahnestock, _ presi- 
dent, Fairfax 
Photo Products, 
Fort Lee, N. J., 
looks on. Fairfax 
is Peerless Photo 
Products’ distribu- 
tor for the Metro- 
politan N. Y. area. 











Combining attractiveness and functionalism, furniture by General Fireproofing Co. is 
used by College Life Insurance Co., Indianapolis, in its new offices. Shown are Gen- 
eralaire desks and tables, Goodform chairs and Super-Filers installed by Indianapolis 
Office Supply Co. 
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Trading room in the new headquarters of Continental Grain Co., New York. Double 
walnut desks with white Formica tops minimize contrast with papers. 


Grain 
Brokers’ 


New Offices 


President’s office has a 
table for both work area 
and conference purposes. 
Lounge seating area ac- 
commodates larger 
groups. Offices are by 
Designs For Business, 
Inc., and all furniture 
custom designed by G. 
Luss. 


Secretary to the 
president is sepa- 
rated from her 
boss by walnut and 
milk glass _parti- 
tioning. Cabinet 
behind chair con- 
ceals tube station 
for direct contact 
with communica- 
tions room, nerve 
center of  firm’s 
worldwide grain 
merchandising. 








Post Office Mail Sorting Machine 


One of ten high speed letter sorters being 
built by Burroughs Corp. for the Post 
Office Dept. Here a supervisor regulates 
overall sorting speed of the unit which can 
“cruise” at 36,000 letters per hour. These 
photos were taken at the Detroit Post 
Office. 


Pease 


The 279 destination bins at the rear of the sorter receive the letters sorted through 
individual operator consoles and transported by a conveyor controlled by electro- 
mechanical code signals. Each bin has an electronic eye that shows on supervisor's 
control panel when bin nears capacity. 


62 THe Orrice—January, 1960 





Ps 
ti - sheet 
wh ts ib athens 4 BAAS 


The Chancellor desk’s top is a curved sheet of aluminum with bonded linoleum and 
white vinyl writing pad. 


Office Designs in Aluminum 


These are three of 
a dozen office fur- 
niture designs cre- 
ated by Kaiser 
Aluminum’s indus- 
trial design depart- 
ment and presented 
to office furniture 
manufacturers to 
suggest the styling 
made possible by 
aluminum. The 
Sattelite (at right) 
has a sheet alumi- 
num desk top cov- 
ered with metallic 
leather. 





The Commander grouping is a combination of anodized and natural aluminum. Desk’s 
writing area is brown satin vinyl. Note desk — es ends. 





Fire Didn’t Get These Records 


Slawshy lf [nsurance 





Although the insurance iataeseenicaianahia —— 
offices of Archie Slawsby, ee ee i fe = 
Nashua, N. H., were gutted < i os 
by a nine-hour fire, insu- | ' 
lated files protected his rec- 

ords. Agency was back in 

business in temporary quar- 

ters within hours after the 

blaze. 





Mr. Slawsby shows 
some of his rec- 
ords which were 
untouched by a 
fire that destroyed 
a city block. His 
agency used 19 in- 
sulated records 
containers and fire- 
proof safes made 
by Mosler Safe 
Co. Eleven fell 
into the building’s 
basement and were 
submerged under 
six to eight feet of 
water for 24 hours. 
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| WHAT A PREDICAMENT! SOO MAILING 

PIECES TO ADDRESS AND MY GIRL 

FRIDAY LEFT ON 
THURSDAY ! 


NO WONDER SHE 
QUIT, WITH HIS OLD- 
FASHIONED BUSINESS 











SIX SEPARATE MAILINGS TO THE 
SAME PEOPLE FOR SIX WEEKS IN 
A ROW! IT'LL BE TYPING MY 

FINGERS OFF ! 








DON’T BE 

| FUNNY! 

| WHAT'S A 
SNAP 2 


OUPLI-SNAR CARBON 
INTERLEAVED 
ADDRESSING LABELS. 

















| YES, MARVIN, YOU 

| CAN GET DUPLI- 
SNAP, LABELS 
WITH CARBON 

| INTERLEAVING 

lIN SETS OF TWO 

|TO SIX SHEETS. 


DEAR FRIEND, 
YOU SHOULD 
HANDLE ALL 

OUR STATIONERY 

NEEDS ! 





| 


| ADDRESSING’S 
A SNAP WITH 
DUPLI-SNAP!/ 


NOW I’LL BE 
ABLE TO 
KEEP A 
SECRETARY ! 








If not available from your dealer, write to 


EUREKA SPECIALTY PRINTING CO. 


Scranton 9, Pa. 


A@T.M. Reg. U.S. Pat. Off. 
Duplisnap is Reg. T.M. in Canada 





For More Information Circle No. 133 

















Heavy cardstock 


NEW A.B. DICK 
PHOTOCOPIER swooe: 110 


--_—- — one 
SS Te ss 
212.4.5 ee ee al 
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Copies everything — 


Here’s the perfect solution to all your 
photocopying requirements... not just 
part of them! 
No brown, muddy, flimsy copies here 
. copies are sharp jet-black on bone 
white or on any one of 5 eye-ease colors 
(ideally suited to color-keyed systems 
work). Makes copies of anything printed, 
typed, duplicated, written, drawn or pho- 
tographed .. . from opaque, two-sided or 
transparent paper (white or colored), 
heavy cardboard or pages in books or 
magazines. And copies are permanent, 
not affected by heat, humidity and light 
. reproduction is photo-exact, often 
better than the original. 


Call your A. B. Dick Company distributor, 
listed in the yellow pages, for information or 
a free demonstration. Or mail coupon today. 


A:B-DICK’* 





Achievement through Innovation 


Please mail new illus- 
trated brochure on Pho- 
tocopying, showing 
“How to save time and 
get more work done dur- 
ing working hours." 


A. B. DICK COMPANY 
Dept. O-10 

5700 West Touhy Avenue 
Chicago 48, Illinois 


NAME 
POSITION 
ADDRESS 
ciTY_ 


i ee ee 


For More Information Circle No. 350 
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Professional writers choose 
Cole above all other 
portables, because only 
Cole has all the important 
features they demand ina 
typewriter . . . Mist Green, 
Desert Sand or Cole Gray. 
Complete with matching 
carrying case... 

only $94.50 plus tax. 


COLE STEEL OFFICE MACHINES, INC. « Affiliate of Cole Steel Equipment Co., Inc. e 415 Madison Avenue e New York 17,N. ¥ 
For More Information Circle No. 330 





4 MILLION SALESMEN* 
WRITE ORDERS 

WITH US—VYET 

they don't 


even know 





our name! 








Order-book carbons that imprint clean, clear, crisp copies avoid costly 
mistakes in shipments and billing, keep customers and salesmen happy. 
To ensure constantly satisfactory performance, the makers of America’s 
best-selling carbons depend on Schweitzer’s high-quality carbonizing 
papers. Schweitzer papers—best by test for absorbency, strength, 
purity, and uniform texture—guarantee the perfect marriage of fine 


carbon inks to fine paper. 
*(Saleswomen, too!) 


Whenever good impressions count, rely on carbonizing papers by 


Peter J. Schweitzer Division 


Kimberly» Clark €23 Corporation 


World’s Largest Manufacturer of Fine Carbonizing Papers 
Address inquiries to Elizabeth, N. J. 
Mills ot: Elizabeth * Jersey City & Spotswood, N. J. © Lee, Mass. * Mt. Holly Springs, Pa, 
For More Information Circle No. 241 
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your largest!” 


We are proud that the 
superior quality of our products 
has earned us the friendship of 
so many fine firms, and we take 
extra pride in meeting their 
special requirements with 

care and promptness. 


We at Colonial will be happy to 
discuss your special requirements 
...may we hear from you? 


Specialists in the manufacture 
of spirit master units, 

spirit carbon, hand cleansers 
and fluids. 


SKOKIE, ILLINOIS 


Serving the 
wholesale 
trade 
exclusively 





a with my new 





The only adding/calculating machine 
that tells you at a glance whether 
it’s clear or in use. 


The NEW Regna ten operates with 
jet-like speed, is almost noiseless 

and the price is much lower than you 
think! Everything you have ever 
dreamed of has been combined in these 
NEW Regna electric and manual models 


Traffic signal window shows 
green when machine is clear 
and red when in use 


Special figure indicator 


Safety handle prevents misuse 

of hand operated machine 

Move fast 

it’s profitable! 


Optically shaped keyboard 
combats eye-fatigue 


Types made of world famous Swedish Mail the coupon today — = 
steel insure superior imprint Mail it RS GUA | 
First figure entered is instantly REGNA CASH REGISTERS INC a A - 
secured by printed protection symbol NOW! eee eee 


Gentlemen 





fa Please rush more information on the new 
Keys molded to the touch of your hand 10 key Regna Adding Machines and outline 


advantages of becoming a Regna Dealer 
Adding capacity up to ten columns. Meee 
Address 
In Canada: Regna Cash Registers of Canada Ltd., City sa eee 
704 Notre Dame St. W. Montreal, Que. Z Ss 
OUTSIDE CONTINENTAL U.S.: wand ‘ rea aie aa 
Jorgen S. Lien, Box 507, Bergen, Norway 


For More Information Circle No. 268 











<For More Information Circle No. 185 
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KEN’O “VERTICAL 24” shoots up to 
18” x 24”. . . the four-up camera 


KENRO “VERTICAL 18” shoots up to 
14” x 18” .. . the two-up camera 


For More Information Circle No. 256 


NEW KENRO- 














“VERTICAL 14” 
Companion 


Designed for New Matrix Transfer 
and Xerographic Systems 


The new Kenro “Vertical 14” Com- 
panion is the first true office-type 
camera. It goes hand in hand with 
new paper platemaking and photo- 
copying systems recently introduced. 
It quickly makes exposures in day- 


light or darkroom up to 11” x 14”. 
Interchangeable heads are available 
for all Kenro cameras for making 
all types of exposures including line 
and halftone negatives, xerographic 
exposures, one-shot photocopies and 
matrix transfer masters. 


See your Kenro dealer or write for 
complete information on all three 
Kenro cameras and accessories. 


KENRO GRAPHICS, INC. 


Dept. F-1, 25 Commerce Street 
Chatham, New Jersey 





MASO new book- 
cases, with decora- 
tive design and 
beautiful finish, 
have a wide variety 
of uses. Attractive 
as corner or wall 
bookcases — indi- 
vidually or 
grouped; island di- 
viders; counters. 
Provide working, 
shelf or counter 
area; office or stock 
room storage. 


Choice of finish to blend with modern office or store furnishings: 


LOW-COST 
SMART « STURDY « VERSATILE 


Group arrangement 
of 29” and 42” Units 











Desert Tan, Mist Green, or Gray. Adjustable shelves. Open, or 
choice of two types of sliding doors—steel or glass. 
Finish is baked-on-enamel. All models in 12” or 
18” depths. Readily convert to door or basic unit 


style. 


INTERSTATE METAL PRODUCTS CO., INC. 


(Office Equipment Division 
666 LAKE SHORE DRIVE, CHICAGO 11, iLL. 


Please send your FREE CATALOG giving complete information on new 
MASO bookcases and supply units 


Name 
Title 
Company 
Address 


City 


For More Information Circle No. 259 
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“WHAT! Just $99 for a calculating machine? 





2. Cee tne sae 
——- J « PSS eS : =, 
anes — y 


o x efet g aie evep eee eer 7948 


eae. 


eae 


he 
oe 


All the famous Odhner features are here for only $99! Compact 
design, light and sturdy precision-crafted Swedish steel, and best of 
all . . . ease of operation. Designed for simplicity, the compact 
hand-operated machine, Model 227, performs all calculating 
functions, from the simplest to the most complicated, such as 
simultaneous multiplication and square roots. Outstanding feature 
of the machine is a “back transfer’’, time saving device, which 
makes it possible to perform repeated (chain) multiplications, 
such as simple and complex discounting calculations. 

Sure as one plus one equals two . . . this $99 Odhner Portable 
is the perfect calculating machine for everyone who makes it 
their business. See the Yellow Pages for your nearest 
Odhner dealer, or write: 


404 Fourth Avenue, New York 16, or 
235 Montgomery Street, San Francisco, Calif. 
For More Information Circle No. 230 
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ELIMINATE DAMPENER 
RECOVERING FOREVER 
with the 
PERFEX SYSTEM of 
DISPOSABLE DAMPENERS 


for the #1250 repellex unit 


im one minute 
you can... 


e put on a new dampener cover roller 


WA) with no handling 

: | - have clean dampeners on your press 
oJ ‘e eliminate handling of dirty covers 
P change dampeners for color changes 
¢ no special skill required 
¢ runs in Same manner as present roller 


ALL THIS AT LESS 
THAN THE COST OF SENDING OUT YOUR DAMPENERS FOR RECOVERING 


send for brochure and name of local dealer 


ROLL-O0-GRAPHIC CORP. 


133 PRINCE Ieasthrtepe sat NEW YORK 12, N. Y. 


ation Ci ircle No. 438 
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MAKERS OF THE WORLD FAMOUS 
PATENTED ‘“‘STA-CLEAN*’ METALLIC 
PROTECTIVE-COATED MASTER UNITS 


u. Ss, pat. 2,671,734 





ROSE research in the past has produced such innovations in 
the duplicating field as: 


e@ “STA-CLEAN” master units. 

@ “Gold-sealed” master units (edges of master units sealed to 
protect against rub-off). 
Precision-perforated welded master units, which make possible 
exact registration. 
“Ultra Sta-Clean Blue” and “Ultra Sta-Clean Purple” master 


units . . . eliminate stain or smudge even when protective 
coating has been broken. Non-water soluble. 


Continuing emphasis on research at ROSE, with augmented 
research facilities, insures many more product developments 
that could be important to you. 


& 
Specializing in Master Units 
Spirit & Hectograph Carbon Papers 
2 


Suppliers to Duplicating Specialists Everywhere 


ROSE RIBBON & CARBON MBG. CO., INC. 
HARRISON, NEW JERSEY, U. S. A. 


A Subsidiary of Bemis Bro. Bag Co. 








For More Information Circle No. 228 
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Sheed O-Pritit- 


THE GREATEST 
P2ee- opter OF THEM ALL! 


Copies Sgt i 


NOTHING TO MIX 
. . . NOTHING TO SPILL. 
COPIES IN SECONDS. SPEED-O-PRINT corPORATION 
AUTOMATIC PAPER 1801 W. Larchmont Ave., Chicago 13, III 
EJECTION. 

CAPACITY TO LEGAL SIZE. Aeealees  PHoTG:eeee: + Henan 
PORTABLE—LIGHT WEIGHT. MAIL COUPON TODAY. NO OBLIGATION 


SIMPLE TO OPERATE. Speed-O-Print Corporation 
LOW PRICE. Please send me complete information about the new Speed-O-Print 


SPEED-O-PRINT DEALERS AND DISTRIBUTORS THROUGHOUT THE WORLD 


For More Information Circle No. 267 
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In offices planned and furnished by GF... 
productivity shows a marked increase 


“The office worker’, says Dr. Richard 
Wallen, industrial psychologist of Person- 
nel Research & Development Corp., “is 
not a machine, but a human being whose 
productivity and general contribution to 
the company depend to a degree on 
personal morale. How can management 
best induce a favorable worker attitude? 
In addition to improved human relations, 
one effective means is to improve working 
tools and environment with sound office 
planning, efficient furniture and more 
pleasant, decorative surroundings.” 


To boost productivity in your offices as 
much as 25%, callon GF—America’s largest 
maker of metal business furniture. Only GF 
offers complete planning, design and deco- 
rator services that take into consideration, 
not just space utilization and work-flow, 
but the many human factors that make for 
efficiency. An informative booklet, ““PLAN 
TO PROFIT FROM YOUR OFFICE INVEST- 
MENT’, is yours for the asking. Just call 
your GF branch or dealer, or write The 
General Fireproofing Co., Department 
L-30, Youngstown 1, Ohio. 


GENERAL FIREPROOFING 





Gig 


METAL BUSINESS FURNITURE 


For More information Circle No. 221 





Let's Stop Apologizing 
For Our Business Progress 


FREDERICK H. MUELLER 


Secretary of Commerce of the United States, Washington, D. C. 


N THINKING about a suitable mes- 
. for this Survey and Forum num- 
ber of THE OFFICE, it seemed appropri- 
ate to note a tendency on the part of 
too many Americans to disparage the 
remarkable achievements of our free 
enterprise system. Instead of being proud 
of the high standard of living which 
our productivity has made _ possible, 
there is in some quarters even a sense of 
guilt, an apologetic attitude towards 
progress. Of course, the reason is not 
difficult to find. It is compounded of 
recognition that change upsets old ways 
of doing things, and that our leisure 
and comparative affluence are in sharp 
contrast to those lands and peoples in 
earlier stages of economic evolution. 

Take automation, which many believe 
may well have its biggest impact in the 
office, rather than in the manufacturing 
plant. One can view it as a threat to 
employment or as a promise of more 
and better job opportunities. Which 
shall be our attitude? 

One approach to the answer is histori- 
cal. A sound summary was once made 
by the late Philip Murray, when he was 


Tue Orrice—January, 1960 


president of the old C. I. O. In his key- 
note address to the 1951 annual meeting 
of the Congress of Industrial Organiza- 
tions, he was quoted as saying: “I do 
not know of a single, solitary instance 
where a great technological gain has 
taken place in the United States of 
America that it has actually thrown 
people out of work. I do not know of 
it, I am not aware of it, because the 
industrial revolution that has taken place 
in the United States in the past 25 years 
has brought into the employment field 
an additional 20 million people.” 

Naturally, Mr. Murray was aware of 
temporary shifts in occupations or skills, 
demanded by the economy, which re- 
sulted in temporary unemployment for 
individuals. But he saw clearly that 
progress bred more opportunities for 
employment, not less. In the eight years 
since he spoke, another six million have 
become employed, at higher average 
wages than ever before. 

Another approach to developing a 
sound attitude toward the technological 
changes taking place is analytical. The 
statement is sometimes made that unless 
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automation “eliminates jobs,” it is 
neither profitable nor practical. This 
naturally conjures up a picture of, ma- 
chines gobbling up the livelihood of a 
new generation of “displaced persons.” 
Here it is vitally important to define 
the kinds of jobs that are being elimi- 
nated and to distinguish elimination of 
jobs from elimination of the need for 
people. The jobs being eliminated by 
automation are typically the ones that 
least require man’s unique endowments; 
jobs that tend to be deadening routine. 
Let us put the case for automation in 
positive and human terms. Automation 
will not replace men with machines— 
it will free men from the necessity of 
being used as machines.The new ma- 
chines create more interesting jobs. 
The technology of automatic control 
is replacing a number of clerical opera- 
tions involving data processing, record 
keeping, transmittal of information, 
stock inventory and many others well 
known to readers of THE OFFice. But 
the demand for personnel with pro- 
fessional and technical skills is greater 
than the supply. Actually, there is a 
bottleneck in the development of man- 
agerial skills and talents that must be 
broken if we are to maintain, let alone 
increase, the standard of living of our 


rapidly growing population. At the very 
least, this means that the office must be 
organized and equipped so that those 
who can manage and who are capable 
of making sound decisions, are free to 
perform that function and equipped 
with accurate and timely information. 

We shall need all the brains, talent 
and skills which we can muster in the 
years ahead. By 1970, our population 
will have grown 20% and our labor 
force only slightly more. But the num- 
ber of persons in the main working ages 
of 25 to 44 will be virtually static. Far 
from worrying about persistent involun- 
tary unemployment, we shall need a 
Steady increase in productivity to sup- 
port those of the post-war “baby boom” 
still in school and the increased number 
over 65. 

Let us stop apologizing for progress. 
Let us stop fearing the better future 
that science and technology is now 
making possible. Instead, let us antici- 
pate more efficiency in operations, fol- 
lowed by greater expansion in business, 
and more and better job opportunities. 
Let us continue to assert the positive 
attitude which has made this country 
great, and on which the peace, pros- 
perity and progress of the whole world 
ultimately depend. 


Shall We Wait for Them to Catch Up? 
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The Computer Is Just One 
Of Many Managerial Tools 


DAUSE L. BIBBY 


President, Society for Advancement of Management. 
Executive Vice President, Remington Rand 
Div., Sperry Rand Corp., New York. 


NY DISCUSSION of office auto- 

mation must begin with one basic 
fact which is too often overlooked: 
ours is the first generation of manage- 
ment men to make commercial use of 
the electronic computer, and the first 
to begin reshaping entire organizations 
around advanced, integrated data proc- 
essing systems. Once this is fully un- 
derstood, other facts fall into clear per- 
spective. Much has been made in some 
quarters, for example, of the problems 
created in this reshaping. If it is kept 


in mind that present-day executives 


must—to a very large extent—be con- 
sidered pioneers, these problems are 
automatically relegated to their proper 
place in the overall picture. 

Another fact which may be stressed, 


and with which the Society for 
Advancement of Management is deal- 
ing constantly, is that executives are 
always confronted with changing situa- 
tions. Many of us still remember when 
the head of the company looked on the 
office as little more than a necessary 
evil. His primary concerns were the 
plant and the sales force. All others— 
including the accountant who kept his 
books straight — were there only be- 
cause he couldn’t do without them. 
This has been changing for 
years, slowly in some cases, but surely. 
As one result, management as we have 


idea 
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come to know it, was born. Today, of 
course, it is accepted as a profession 
in its own right. 

Like any other profession, manage- 
ment is faced with the necessity of 
keeping up with the newest trends and 
conditions affecting its practice. There 
is, for example, the recurring debate 
about centralization and decentraliza- 
tion. The trend has been in one direc- 
tion or another over the years. 

The latest swing is toward decentral- 
ization simply because corporations and 
companies are becoming too large for 
one single group to handle all phases. 
Even those opposed to decentralization 
are finding it necessary to accept it. 
They will tell you they are losing that 
elusive quality called control yet cir- 
cumstances force them to decentralize 
and make the most of it. 

Computers are changing this trend 
and returning control to a central point. 
Change, of course, is implicit in the 
entire process of management. Intro- 
duction of the computer was simply one 
more step, accelerating the process, and 
bringing home to management with 
dramatic force the value of modern, 
effective administrative procedures. 

While change has always been with 
us, the executive is faced today with a 
fact which does make a difference: the 
speed at which everything is moving. 
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Within eight years from the introduc- 
tion of the first Univac system for com- 
mercial use, it was followed by the 
solid-state computer opening up an en- 
tirely new horizon for management. 

The modern executive can’t just ride 
along with these swift changes, making 
whatever adjustments are necessary as 
he goes along. He must, in effect, 
change in advance. Since change is 
never easy, the process in some cases 
may prove more difficult than ever. 

If the computer is used as an effi- 
cient “drudge” in preparing a payroll 
faster and more accurately, it will save 
money. If it is used to mechanize order 
processing, it will also show good re- 
sults—making it possible to get ship- 
ments out faster, cutting costs down the 
line, and so forth. But to limit it to such 
roles, is to overlook its main value 
which lies in the area of executive 
assistance. 

Never before has the executive had 
tools to study a potential market for 
a product with the depth and accuracy 
he can expect now. Never was there 
the ability to so quickly and efficiently 
relate the results of these studies to all 
other factors involved. This is the true 
significance of office automation. Im- 
provement of existing routine methods 
Saves money; correlation of all data re- 
ferring to an executive decision so that 
the decision can be based on fact rather 
than intuition—makes money. 

Without recognition that he is deal- 
ing with something truly different, re- 
quiring a change in attitude on his part, 
the executive can’t be expected to grasp 
this significance. Similarly, he can’t be 
expected to view his organization in the 
light of the true meaning of the chang- 
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ing situation, for the biggest change 
being brought about concerns people. 

As time goes on, we will have fewer 
people juggling pieces of paper, or 
figures, and more people thinking. Far 
from replacing the human brain, the 
computer is putting a greater premium 
on creative thinking—the sole province 
of the human. Without adequate assist- 
ance, the executive has no chance of 
taking his company smoothly through 
this overall process of change. Without 
the proper staff, he will wind up with 
more rather than less problems. 

The executive must select his lower 
echelon people with greater care than 
ever. It is no longer enough to have a 
junior accountant with bookkeeping 


experience. The man must also have a 
broad grasp of accounting principles, 
so that he can relate these beyond the 
narrow range of his own particular job. 


In the very near future he may not be 
“keeping books straight” as he was ex- 
pected to do in the past, for the essen- 
tial elements in those books may be on 
punched cards or magnetic tape. Un- 
less he can move forward to the point 
where he can tell his boss what his 
figures mean in terms of company op- 
erations, he is not of much use in the 
essential job of assembling and corre- 
lating figures for executive decisions. 
Executives, therefore, must reevalu- 
ate the too common idea of just what 
makes a computer specialist. Whether 
he is a programer, or the head of the 
computer section, he is more than a 
technician, concerned only with how 
things are done. He has been referred 
to as the “interchangeable” man — one 
who can be taken from his present job 


(Continued on page 286) 
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This Is the Essence of 
Management Control 


GEORGE H. RODERICK 


President, Armed Forces Management Assn. 
Assistant Secretary of the Army (Financial Management), 


EN. GEORGE S. PATTON Jr. once 

said, in essence, that command is 
1% issuing orders and 99% supervision. 
Certainly any soldier, sailor, marine or 
airman who has held the responsibility 
of command must agree that a great 
part of his time is spent controlling his 
unit. To control, as well as to lead men, 
is a requirement of an officer’s ability. 
The Armed Forces comprise the greatest 
business enterprise in our nation. This 
enterprise still requires the personal 


leadership of the generals, but it also 


requires the management leadership 
and principles of our great businesses. 
The Armed Forces Management 
Assn. is the leading, nonprofit, profes- 
sional organization dedicated to the task 
of management improvement in the de- 
fense establishment. A young, vigorous 
organization of seven years, it strives to 
close the narrowing gap between man- 
agement in industry and management 
in our Armed Services. Its goals are to 
make substantial contributions to greater 
efficiency in the efforts of the industry- 
defense team by the exchange of man- 
agement knowledge and techniques. 
Any manager, whether of a small de- 
partment or a large enterprise in indus- 
try or the military, must first make plans, 
then translate them into a course of 
action, and finally satisfy himself that 
tangible actions are making optimum 
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Washington, D. C. 


contributions toward realization of the 
plan. In brief, he exercises formally or 
informally, the prime functions of man- 
agement: planning, administration and 
control. 

The larger the enterprise, the more 
important is control. Predetermined ob- 
jectives must be achieved through the 
efforts of people or departments other 
than the manager himself. Although the 
manager can and should delegate; he 
cannot relinquish responsibility for ulti- 
mate results. 

Management must establish the means 
of assuring reasonable conformance with 
approved policies. In so doing, details 
are to be avoided. A manager’s time 
and attention can be spared only for 
the exceptions from approved per- 
formance. An organization will not 
change of its own initiative. It is static 
and, until sparked to move by a guiding 
hand, tends to remain static and even 
resist change. Only the manager has the 
hand to guide. Guidance is a form of 
control. Management must use it to 
bridge the gap between what is planned 
to be accomplished and what, in fact, 
is really being done. 

One definition of control that enjoys 
universal acceptance is “something that 
everyone wants to exercise providing it 
is not exercised on him.” This definition 
is, of course, somewhat facetious. It is 
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subjective and, accordingly, completely 
human. Since control, in the last analy- 
sis, implies an impact of one person on 
another, perhaps the human aspect of 
control is deserving of some thought. 

Control has both positive and nega- 
tive aspects. A brief word about the 
negative will suffice since it is the posi- 
tive aspects that offer the greatest prom- 
ise. 

Negative control is not control as ex- 
ercised by enlightened management, but 
a form of arbitrary domination that is 
dictatorship. It errs in the false premise 
that only one person is endowed with 
knowledge incarnate. It is blind to the 
power, resourcefulness and dignity in- 
herent in many individuals destined 
always to be in a position subordinate 
to the few whose privilege it is to lead. 
Dominance, or dictatorship, can follow 
but one path, and that leads to inevitable 
self-destruction. The pity of it is that 
the destructive process too often fails to 
discriminate between the many innocent 
and the guilty few. So much for the 
gloomy and negative side of control. 

The positive side is much more ex- 
citing because it is constructive. Controls 
provide a means whereby a complex 
enterprise, either business or govern- 
ment, can be managed effectively from a 
headquarters far removed from widely 
scattered subsidiary operations. Controls 
cannot be stereotypes. To be effective 
they must be responsive to the needs of 
the particular operations. Care must be 
exercised to establish only those which 
are justified by the nature and size of 
the operation. A necessity for a large 
enterprise may be an extravagance for a 
smaller one. 

Without effective methods of coordi- 


nation and control, there is an inevitable 
tendency for different parts of the or- 
ganization to develop along independent 
and provincial lines. The result is in- 
ternal disharmony which will work 
against, instead of for, the common ob- 
jective. Management, without control, 
can have no assurance that its plans, 
policies and procedures are being carried 
out as conceived. 

The most common means used by 
modern management to solve its prob- 
lems of coordination and control are: 

Organization Structure. Checks and 
balances are built into the organization 
structure so that, as far as practicable 
consistent with maximum efficiency, no 
individual or unit is in complete con- 
trol of all phases of a transaction. To 
accomplish this work, responsibilities 
must be carefully divided. 

Reporting. Key accounting and statis- 
tical data are identified and reported 
periodically for administrative control. 
Care must be taken to insure that un- 
necessary data is not reported. 

Staff Agencies. Specialized staffs make 
studies and advise management on 
matters of coordination and control. 

Conferences. Periodic meetings are 
held from time to time at which com- 
mon problems are discussed. 

Regulations. Written standard practice 
procedures are issued for uniform guid- 
ance. 

Of themselves, these devices are of 
little value. They are but the means to 
an end; the media or raw material. They 
require the catalytic action of the man- 
agerial process to be energized. When 
energized through the application of 
knowledge, experience, judgment and 
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Where Will Systems Men Be 
After Recentralization? 


DAVID D. MERRIMAN 


President, Systems & Procedures Assn. 
Controller, McCord Corp., Detroit, Mich. 


HAT FORM WILL corporate or- 

ganization take ten, 20 or 30 years 
from now? How will the change affect 
the systems man? Within the next ten 
years or so, probably not much, but 
within 20 years we can certainly expect 
considerable change. Although such 
long-term considerations may not be of 
primary concern to the man now en- 
gaged in systems and procedures, it is 
of great importance to the organization 
he has set up to define and develop the 
systems field, namely the international 
Systems & Procedures Assn. 

To predict the placement of the sys- 
tems man in the business society of the 
future it is necessary to consider and 
answer three questions. Where are we 
now and how did our present pattern of 
corporate organization come to be what 
we find today? What elements can we 
identify as working toward a change 
in the status quo? What will changes in 
the basic business organization structure 
mean to the systems man and his area 
of responsibility? . 

Today when a company reaches any- 
thing that might be considered as an 
“average size’ (except where the desires 
of one particularly strong individual are 
allowed to prevail) all pressures, advice 
and requirements point toward decen- 
tralization of management functions. 
During the last decade participative 
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management with an _ ever-expanding 
middle management group has been the 
order of the day. When we consider 
the complexity of the technologies in- 
volved in the separate areas of sales, 
marketing, production, finance, person- 
nel, research and engineering, it is rare 
that we picture these elements as the 
direct responsibility of one man or even 
a small group of men, although that 
was once standard. 

We are well down the road of what is 
often called functional specialization. I 
believe we can also reasonably label 
such specialization as one type of man- 
agement decentralization that in many 
respects parallels the locational decen- 
tralization of operations in many busi- 
nesses. Decentralization or specializa- 
tion of the various functions of man- 
agement have become the well estab- 
lished pattern, and the reason for this 
is not hard to find. The sciences appli- 
cable to each of these areas of business 
have become highly structured, greatly 
expanding the concept of each job area. 
The size of business organizations has 
steadily increased so that, for many 
reasons, it has become practical to de- 
centralize physical operations, as well as 
management responsibilities. 

We have, then, today a typical medi- 
um to large business organization that 
consists of several manufacturing plants 
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in various locations, often quite distant 
from the central administrative offices, 
and each with a relatively significant 
degree of autonomy. Emphasis is often 
on the conscious promotion of such 
autonomy to develop the middle man- 
agement area required for effective par- 
ticipative management. 

Communication problems and _ the 
general inability of central management 
to control all the decision-making for all 
their locations and all their staff func- 
tions have made it expedient to develop 
responsible decision-making agencies 
for, say, each product line or some other 
logical division of the organization. This 
decentralized pattern is lived with not 
by choice, but because we have not been 
able, so far, to do otherwise. The sheer 
weight and volume of decision-making 
data to be gathered and processed have 
forced us to spread these responsibilities 
much further than good control would 
indicate. 

The next step is to identify any ele- 
ments we can find that seem to be work- 
ing to change this situation. Probably 
the most obvious and most discussed are 
changes that will come through develop- 
ment of systems for better communica- 
tion and data handling. Harold Leavitt 
and Thomas Whisler in their Harvard 
Review article of December 1958 titled, 
“Management in the 1980's,” indicate 
that the greatest changes will result from 
our ever-growing ability to centrally 
process, analyze and interpret the results 
of large quantities of data upon which 
decision-making can be based. We seem 
headed toward a time when a much 
wider range of decisions can be made 
by top management. We are gradually 
recognizing the elements involved in 
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decision-making, so that the experience 
or data upon which a decision is made 
need not necessarily be filtered through 
the mind of the “man who has spent 
years on the job” to arrive at a plausible 
choice of possibilities. 

Here, are growing possibilities for 
transferring back to top management 
more and more of the now decentralized 
responsibilities for decision-making. 
Thus, one of the important reasons for 
today’s decentralization of management 
may be overcome in the near future, 
and management may once again be- 
come more centralized. Once this be- 
comes possible, the obvious economies 
and efficiency of centralized control 
should speed the movement. The prob- 
lem we have been discussing is, of 
course, not the only obstacle. There are 
problems of education and training for 
so-called top management when the 
middle management field is narrowed 
and job experience is not necessarily the 
road to the top. But, these problems 
can be dealt with after the main barrier 
is breached. 

Perhaps the most important new area 
of data processing today is the develop- 
ment of a universal information han- 
dling system. Important work has been 
going on for some time by several 
groups toward designing a common 
language for use with the more mature 
data processing equipment. The work 
of the executive committee of the com- 
mittee on data systems language chaired 
by Charles A. Phillips, Department of 
Defense, is making notable progress. 
F. Walton Wanner, Standard Oil Co. 
(New Jersey), in his address to the 
International Systems Meeting in Toron- 
to last fall, pointed out the areas of the 
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Automatic Systems 
Will Put an End to 
Decentralization 


program where cooperation must be ob- 
tained to make such a system a reality: 

1. The development and adoption of 
a satisfactory common language. 

2. Cooperation by data processing 
equipment manufacturers to design their 
machines to best accept a common 
language. 

3. Cooperation by forms designers 
and manufacturers to agree on standard- 
ized layouts that will allow the most 
effective use of a common language. 

The Systems & Procedures Assn. has 
offered its services to those working in 
this effort. With its wide international 
membership of practicing systems men, 
not only in the automated operations of 
business but in the broader organiza- 
tional planning areas of their concerns, 
we are well suited to attempt the coordi- 
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nation effort required. Norman J. Ream, 
Lockheed Aircraft Corp., Burbank, 
Calif., was asked to chair the committee 
responsible for coordinating this pro- 
gram. He is bringing together repre- 
sentatives of the three groups (listed 
above) who are basically concerned 
with this problem, so that continuity and 
coordination of all efforts are assured. 

We feel strongly that this can be one 
of the most far reaching undertakings 
to which SPA has ever committed itself, | 
for it would seem, at this time, that its 
potential is almost limitless. If early 
recognition of the scope of this problem 
and timely action in offering ourselves 
as a coordinating agency can aid us in 
intelligently handling this assignment, 
we can contribute something truly 
worthwhile to our field. 





Management Must Show Its 
Faith in Its Future Plans 


E. A. RULE 


Vice President, Office Management Div., 

American Management Assn. 

Vice President and Secretary, 

Nationwide Insurance Companies, Columbus, Ohio. 


HE GROWING PAINS of office 
cy automation are being experienced 
today by business on a worldwide basis. 
Management should be thankful for this 
experience which is both costly and 
rewarding. This approach to automa- 
tion will assist management everywhere 
to make the economic history of tomor- 
row a fertile field within which to 
improve the social and economic posi- 
tion of the peoples of the world. 

That the age of automation is with 
us becomes increasingly apparent as 
each new blueprint for mechanical 
progress is completed by our scientists 
and engineers. Automation has long 
been recognized as a means of assisting 
man in performing his labors. How- 
ever, automation, if thought of simply 
as a tool to speed our office operations, 
will amount to nothing more than the 
evolution of mechanization. 

We can, however. office 
automation as a concept, or possibly as 
a science that, when properly developed 
and applied, will bring a new and fruit- 
ful era in the performance of office 
work. Patience, caution, imagination 
and creative planning should be the 
creed of management. Then it will be 
possible to utilize the energy and force 
of this concept to step far out into the 
area of permanent and lasting accom- 
plishment. 


visualize 
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Management must see to it that office 
automation does not happen by chance. 
To utilize its maximum potential, it 
must be related to the total require- 
ments of a business. Experience has 
forcibly taught us that the restriction 
of automation to only a component 
part of a business is usually unwise and 
costly. 

The technological design and devel- 
opment of equipment has provided the 
impetus that has resulted in our present 
position of automated growth. Un- 
believable as it may now seem, the new 
decade will bring an even greater prom- 
ise of better, faster and more flexible 
units. These improvements will rele- 
gate present mechanical marvels to an 
obsolete status long before the end of 
their mechanical life. Change continues 
at an accelerated pace. Nothing in 
business is more permanent than 
change. There is no reason to believe 
the mad pace toward improvement will 
slacken in the future. Opportunity to 
improve will be available to companies 
of all sizes, from international giants 
to small, local, sole proprietorships. 

For the small company a promise of 
the future is the production and mar- 
keting of low priced, automatically 
programed computers that will open up 
opportunities for those companies that, 
heretofore, could not afford to use elec- 
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tronic “brains.” Establishment of more 
computer service centers is _ being 
planned and these centers will help 
strengthen the ability of small partici- 
pating firms to compete with larger 
firms that have their own computers. 
The new systems and their succes- 
sors, all the natural offspring of in- 
creased automation, will be common- 
place. The improved equipment will 
be as productive as our knowledge of 
its proper and useful application will 
allow it to be. We must keep pace with 
the inevitable evolution of the machine 
by planning for the reorganization of 
our office operations to meet the chal- 
lenges of the future. We dare not 
underestimate the organizational prob- 
lems involved. These problems have 
been rightly named “opportunities in 
work clothes.” They provide oppor- 
tunities to change for the better. 


Since the last war nearly all busi- 
nesses have reorganized. The period of 


increased automation into which we 
are moving at the present time will 
again demand that further reorganiza- 
tion take place, to assist in the achieve- 
ment of company objectives. A _ sig- 
nificant change will involve the advent 
of a new office management function. 
This will be responsible for ,informa- 
tion management and serve the other 
functioning departments in a major 
way. Information will be gathered for 
them, analyzed and converted rapidly. 
A large amount of information will be 
quickly and accurately processed to 
enable better decisions to be made with 
greater speed. This nerve or service 
center will be the centralized locale of 
all automation programs within the 
company. 
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problems analytically, 


Such an operation will frequently be 
of equal rank with other major func- 
tions. This information handling func- 
tion will require management by an 
executive oriented to the total concept 
theory of automation. Our new office 
manager must be capable of conduct- 
ing programs of work standards, work 
simplification, work measurement and 
cost control. He must, at the same 
time, be a proficient administrator in 
the complex field of human relations. 

The office manager of the future will 
also need to possess the qualities and 
characteristics of a specialist-generalist, 
if he is to provide an effective and 
profitable operation. He will need a 
sense of keen imagination, skill in many 
fields, an ability to attack and solve 
intimate familiar- 
ity with electronic data processing 
equipment, logic and insight into human 
nature and the ability to communicate 
intelligibly. 

In most compani?s, jobs contract or 
expand with the qualifications of the 
incumbents. Frequently formal organi- 
zation revisions are made because a 
good manager raises his head above the 
crowd. Ability to produce tends toward 
opportunity to produce. Thus the op- 
portunity of office management per- 
sonnel will increase as these managers, 
present and potential, show ability to 
fill the important role of managing the 
new information function. 

As we strive to improve our entire 
business position through the expanded 
use of automation, we cannot afford to 
overlook the necessity of providing a 
better office climate. All personnel 
must be motivated to make their maxi- 
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Milestones on Our Road to 
Professional Status 


WALTER EMMERLING 

President, National Office Management Assn. 
Manager, General Office Services, 

Procter & Gamble Co., Cincinnati. 


ECAUSE THE National Office 

Management Assn. observed its 40th 
Anniversary last year, I feel the need for 
retrospection. Basically, it is a generally 
accepted principle to begin with the 
known and progress to the unknown. As 
we contemplate the possibilities and po- 
tentials of 1960, let us retrace our steps 
to the opening of an era: the period 
following the North American industrial 
revolution. 

In 1881, Frederick W. Taylor ex- 
perimented with the scientific approach 
to management through motion analysis 
and time study, formulating principles 
which, translated to office use, we rec- 
ognize today. In 1890, almost all letters 
were written in longhand by aman- 
uenses. The typewriter revolutionized 
this office activity and opened the way 
for women to enter the formerly mas- 
culine business world. 

The year 1900 witnessed the intro- 
duction of tabulating equipment, with 
all its ramifications. Office machinery 
came into general use about 1910, as 
the result of a pressing need. Note, 
please, the ten-year intervals between 
advances—1880, 1890, 1900, 1910. 

Soon after 1910, J. William Schulze, 
(Recipient of the NOMA Fellowship in 
1958, now chairman of the executive 
committee of Bath Iron Works Corp., 
Bath, Me.), whose contributions have 
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never been properly recognized, com- 
piled what is probably the first text on 
office management. The American 
Office appeared in 1913, when Mr. 
Schulze was assistant secretary of Alex- 
ander Hamilton Institute. In the preface 
to the second edition (1914), the author 
observed. 


The factory has had the lion’s share of 
attention during all this attempt to reduce 
motions and increase output—that is, re- 
duce costs. The office is only now coming 
into its own. Lack of literature and the 
feeling that the office is “different” have 
been somewhat responsible for the delay in 
applying to the office the principles that 
have been found sound in the factory. Yet, 
taking the country as a whole, we find 
certain principles applied here and others 
there. Unconsciously, business concerns 
have, each contributing a part, built up 
what might almost be termed a “science of 
office organization and management.” 


Forty-seven years ago, Mr. Schulze 
defined an office in modern term- 
inology: 


To most people an office is merely a 
room or a number of rooms maintained 
for business purposes, in which are sta- 
tioned desks, chairs, and other office equip- 
ment. This conception is sufficient for or- 
dinary purposes, but any attempt to organ- 
ize office routine necessitates a much broad- 
er comprehension of the term ‘office.’ .. . 
The office proper is that part of the busi- 
ness which is concerned with the clerical 
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details incident to the entire business or- 
ganization. This is true whether the office 
is actually a separate division or whether 
its parts are scattered among other depart- 
ments . . . the office is a distinct unit in 
the organization . . . (The definition con- 
cludes with this observation. In some 
cases, the line which separates organization 
from management is not clean cut.) 


What problems engaged the attention 
of the office manager prior to World 
War I? Judging by the contents of 
The American Office, such familiar sub- 
jects as construction, layout, furniture, 
equipment, personnel, supervision, mo- 
tivation, correspondence, record keeping 
and manuals were important. Even sim- 
plified spelling, visual aids, office envi- 
ronment and social welfare were dis- 
cussed. Salaries? Listen: 


At this point it might be well to pro- 
test against the too frequent practice on the 
part of office managers to employ people 
at the lowest possible salaries. You can 
no more expect $10 service from a $6 girl 
than you can expect $100 service from a 
$45 typewriter. Standard salaries could not 
be established for the entire country; much 
depends upon the local environment and 
scale of living. Many concerns, however, 
have established a minimum of $7 a week 
for girls and $6 a week for office boys. 
These employees are, of course, beginners 
and perform the lowest grade of office 
work. In large cities the salary for a capa- 
ble stenographer or dictating machine op- 
erator ranges from $12 to $15 a week; a 
private secretary gets from $18 to $30 a 
week. For purely clerical work, such as 
making entries on cards, from $8 to $12 a 
week is considered average salary. 


The next breakthrough for a notable 
gain occurred at the end of another 
decade. It was in 1919 that the National 
Office Management Assn. was organized. 
Writing in an informal vein as late as 
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last October, Mr. Schulze said: 


What happened, as I now see it, is that 
we were emerging from an era of empirical 
management and entering a period in which 
a new kind of management became neces- 
sary. Today we merely refer to it as ‘good 
management,’ though at the time there was 
an effort to describe it as ‘scientific man- 
agement.’ 

“So what’s new?” you ask. Does all 
this mean that we have gained no 
ground since the formation of our 
association in 1919? Obviously not. 
There has been a decided broadening 
of our operational base. We can per- 
form a simple experiment by a casual 
examination of the day’s mail. In it 
there is a letter which mentions lower 
costs, time savings and enhanced pro- 
duction, three subjects closely examined 
in The American Office. Another letter 
reports the current employment situa- 
tion. Others, not related to office man- 
agement specifically, describe the virtues 
of rapid reading, the need for greater 
emphasis upon research, the evils of 
featherbedding on railroads (not in 
railroad offices!), and the requirement 
of preparing the work force for techno- 
logical change. From England comes a 
piece dealing with automation. “Ah! 
Here,” you say. “is something new?” 
But wait! 

Remember the flurries of a few years 
ago and the way in which economists 
attempted to evaluate the effects of 
automation? Some predicted widespread 
and chronic unemployment, while others 
suggested the inevitability of temporary 
dislocation, followed by a general re- 
assignment of workers. In the end, 
productivity and employment rose to 
new highs. And what is automation 
except the application of the concept of 
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technology to office work—just as Tay- 
lor’s factory principles were adapted 
to office needs? On the basis of eco- 
nomic history we have no reason to be 
tense over the present office employment 
situation. Dr. Hans Apel convincingly 
demonstrates effects of technology: 


Taking 1850 as our starting point. we 
doubled in 1880 the equipment each worker 
had at his disposal, doubled it again in 
1905, and once more in 1920—that is, at 
intervals of about 30. 25 and 15 years. 
But during each of these same periods, 
the number of jobs did not only double; 
it increased between three and four times. 
And for the entire span of years, our 
tools per worker have been multiplied 
about 11 times while the number of jobs 
has grown 16 times. from about four mil- 
lion in 1850 to roughly 68 million today. 


We need not fear office automation! 


Forecasts of the number of office 


workers required by 1975 are nothing 
short of startling. 


The 1960 will witness some 
diminution in the reams of literature on 
the subject of automation with, it is 
hoped, a corresponding lessening of 
employee doubts and employer uncer- 
tainty. It will witness continued empha- 
sis upon the improvement of work 
performance and elimination of the un- 
necessary. New office buildings will be 
constructed at an accelerated pace. New 
buildings require new equipment—and 
more personnel. 

As an individual, 1960's office execu- 
tive will study the progress of such cur- 
rent developments as the steel negotia- 
tions, the trade discussions with the 
Soviet bloc, the effect of possible poli- 
tical “peace” upon our economy, the 
place of smaller business in our eco- 
nomic order, and abstracts such as job 
creation; not only because these are 
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matters of general interest, but because 
of their broader implications. There has 
been a general and steady upgrading in 
the technical competence and broadened 
outlook of those who administer the 
office, and the actions and responsibili- 
ties which constitute office management. 
In a word, there are signs of an emerg- 
ing professional status. 

In the years to come, office executives 
will be discussing, with reasonable 
fluency, such precepts as management 
science and sociology, psychoanalytic 
processes, long-range managerial plan- 
ning. and operations research. Horizons 
will be extended to wider and broader 
proportions. 

As its contribution to the broadening 
concept, National Office Management 
Assn. plans to emphasize and encourage 
professionalization in its widest sense. 
The association’s conference program. 
clinics, chapter meetings, research and 
publications will the more 
capacious office executive. Attempts will 
be made to define the academic back- 
ground required, to inculcate a respect 
for the calling, to develop an awareness 
of the ethical standards involved, with a 
consequent reappraisal of the work of 
the the office executive by those who 
constitute top management. It is a gigan- 
tic task from which all segments of bus- 
iness—and you as an individual—will 
benefit. In this endeavor THE OFFICE 
magazine can be of tremendous assist- 
ance (as it has been through the years) 
and so can each of its readers. I invite 
you, if you are not a member of NOMA, 
to join us in the crusade for profes- 
sionalization of the office executive. I'll 
be happy to receive your expression of 
interest. 


stress 
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Railway Systems Men Have 


Their Eyes on the Future 


LARRY S. PROVO 


President, Railway Systems & Procedures Assn. 
Vice President & Controller, 
Chicago & North Western Railway Co., Chicago. 


OMORROW is in the present tense 

for railroad management at all 
levels. It is also a guiding precept of the 
Railway Systems & Procedures Assn. 
This nonprofit, independent association, 
serving all departments of the railroad 
industry, is an organization whose sole 
concern is the advancement of manage- 
ment techniques within the industry. 
As such, it is a medium for participation 
and cooperation in the advancement of 
systems, procedures and _ methods 
throughout the industry. 

Members of RSPA represent almost 
100 railroads and railroad organizations 
throughout the United States and for- 
eign countries. Membership is open to 
any individual who is an employee of a 
railroad company or of an auxiliary 
organization in the field of transporta- 
tion. 

The objectives of the Railway Systems 
& Procedures Assn. are to: assist rail- 
road management realize optimum effec- 
tiveness by promoting methods that 
improve control, provide essential in- 
formation faster, and reduce overall 
costs; encourage interdepartment action 
within railroads; encourage cooperative 
action among railroads; encourage re- 
search into railroad problems, and the 
development of equipment and _pro- 
cedures for their solution. 

To realize its objectives, the associa- 
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tion sponsors an ever-expanding pro- 
gram of meetings, conferences, seminars 
and publications. Through these media 
we are attempting to bring to railroad 
management thorough knowledge of 
how problems have been, or are being. 
approached by others within or outside 
our industry. 

Last vear RSPA conducted a number 
of conferences and seminars dealing 
with such diverse railroad and man- 
agement problems as: mail revenue 
accounting, mechanized general ledger 
bookkeeping, systems and procedures 
manuals, ADP applications, methods 
improvement, suggestion plans, and 
forms design and control. 

RSPA has an ambitious schedule for 
1960. During the first half of this year 
it will sponsor 13 seminars in major 
cities throughout the country and its 
spring meeting in Chicago. These will 
cover the gamut of railroad operations 
and management problems. Typical of 
the subject matter scheduled are: market 
research, commuter service, piggyback, 
executive appraisal, reports, scientific 
sampling and train costing. The latter 
half of the year will feature an equally 
extensive series of seminars and another 
general meeting. 

Twice each year, in the spring and 
fall, RSPA sponsors meetings devoted to 
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How Records Management 
Can Increase Net Earnings 


NORMAN L. GULLIFER 
President, Assn. of Records Executives & Administrators 
Staff Supervisor, New Jersey Bell Telephone Co., Newark, N. J. 


ECORDS MANAGEMENT is an 

accepted operational phase of busi- 
ness administration. Unfortunately, in 
many organizations it has been limited 
to filing operations. It was in the field of 
administration that the value of records 
management was established. For years, 
an increasing volume of records moved 
into the files but few, if any, moved out. 
Overcrowded files restrict the avail- 
ability of records. Records are the mem- 
ory of business. Their availability is 
essential for successful operation. Today 
there is no excuse for an inefficient file 
department. 

Failure to apply the same analytical 
thinking and action to other fields of 
records work condones continued dollar 
leaks and poor records. Stopping these 
unnecessary losses is a sure way to in- 
crease the net earnings figure in your 
financial statement. When records work 
is performed by personnel attached to 
different work groups, it is impossible 
to evaluate performance or measure 
cost. The similarity of records work not 
only permits but argues for centralized 
control. Then performance and cost can 
be determined. 

Centralized control under a com- 
petent administrator also will result in 
the elimination of inefficient operating 
methods. The field of records activity, 
from the birth of a record to its death 
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Or preservation, covers five pases: 
creation, use, distribution, filing, dis- 
position. 

Let’s look at records creation for 
possibilities of inefficient operation. 
Created records fall into four categories: 
correspondence, administrative direc- 
tives, forms, reports. Correspondence is 
produced by typists-stenographers who 
frequently are assigned to individuals 
or to groups. Under this arrangement, 
typing-dictating assignments occupy 
only part of their time. The remainder 
is spent on clerical work that could be 
performed by lower wage personnel. 
Technical supervision and training are 
almost nonexistent. Work measurement 
is impractical. 

The efficient plan is to group typists 
and stenographers in a_ centralized 
bureau. Competent supervisors provide 
technical supervision and training. Work 
measurement can be used. Correspon- 
dence handled at a central point facili- 
tates study to determine the feasibility 
of form letters (eliminating file copies), 
guide letters, use of a correspondence 
manual prescribing letter formats and 
the number of carbon copies. In one 
large New York office the only stenogra- 
phers employed are the secretaries of 
top officers. All other dictation is re- 
corded and the transcription done by an 
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How to Conduct the 


Computer Feasibilty Study 


RICHARD M. PAGET 


President, Assn. of Consulting Management Engineers. 
Senior Partner, Cresap, McCormick & Paget, New York. 


HE COSTLY EXPERIENCE of a 

few pioneers in the application of 
electronic computers to business use 
has made it evident that no company 
should adopt any automated data proc- 
essing system without prior study. The 
management consulting profession is 
frequently called upon to assist in plan- 
ning and conducting such studies. 
Based on experience*, this article pre- 
sents some key elements for considera- 
tion in computer studies. It also out- 
lines the main steps to be covered in 
these studies, and specifies the knowl- 
edge and skills required to carry them 
out effectively. 

When the decision is made to in- 
vestigate the role of electronic com- 
puters in a specific business, certain key 
elements require consideration. These 
are the needs for individual study, for 
an integrated systems approach to the 
problem, and for fuli utilization of the 
selected equipment. 

Individual Study. There is no univer- 
sal computer system, any more than 
there is a single accounts receivable or 
accounts payable system suited to all 
companies. The volume of work, the 
extent to which data processing is cen- 
tralized, the potentiality for savings, 


* As summarized in a recent presentation to 
the Assn. of Consulting Management Engineers 
by Albert Kushner, Partner, Cresap, McCormick 
& Paget. 
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and the background and habits of man- 
agement and personnel are some of the 
many factors that vary from company 
to company, even within the same in- 
dustry. To the extent that companies 
differ in the systems they use and in 
the workloads the computer would be 
called on to carry, as well as the other 
factors listed, each installation is an 
individual problem and requires indi- 
vidual study. = 

Integrated Systems Approach. In any 
computer study, more is required than 
a simple analysis of isolated functions. 
To make this equipment really pay off, 
an integrated systems approach is nec- 
essary. This views the company as an 
integrated whole, working toward the 
common goals specified by management. 
The manufacturing, sales, personnel and 
various control and accounting activi- 
ties are looked upon, not separately, 
but as parts of the overall operation. 

From a data processing viewpoint, 
the objective is to achieve a balanced 
flow of accurate and timely informa- 
tion throughout the company, accord- 
ing to the needs of different depart- 
ments, as economicaily as possible. It 
must be determined what basic data is 
required to direct the company’s entire 
activities. The flow of these data must 
be established, and they must be in- 
tegrated into an overall system that will 
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avoid manual copying once the data 
have entered it. 

Through the integrated systems ap- 
proach, substantial benefits, not other- 
wise available, can be achieved from 
electronic data processing equipment. 
This does not mean that no benefits 
can be obtained from the piecemeal 
approach, nor that the entire system 
must be installed at once. It does mean, 
however, that the maximum potential 
of computers cannot be realized until 
the system is fully integrated. 

Full Utilization. An integrated sys- 
tems approach is usually necessary to 
give the computer a sufficient volume 
of work for an efficient operating load. 
Only in a large utility or insurance 
company will a single system generally 
provide an economically feasible appli- 
cation. In addition, since the charac- 
teristics needed in a suitable computer 
will in part be determined by the work 
it may be asked to perform, all areas of 
data processing within a company must 
be considered, at least in general terms, 
before a computer is acquired. 

Whatever the urgency within the com- 
pany for a computer application, con- 
sideration of the foregoing elements 
indicates that a fairly comprehensive 
study is required. The usual approach 
is to establish a study group or task 
force to perform this work. Once con- 
stituted the group begins a systematic 
investigation of the company’s data 
processing needs. This detailed systems 
study is often called a “feasibility study” 
because the study group will not only 
determine the company’s needs in the 
area of data processing, but also evalu- 
ate alternative methods, select equip- 
ment, outline a proposed system of 


96 


operation, and prepare a report to man- 
agement on its recommendations. 

The first major problem of the group 
making a feasibility study is to determine 
the needs which a data processing sys- 
tem must satisfy. The first step toward 
this end, in a competent study, is to 
analyze the company’s present methods 
and procedures, including the prepara- 
tion of flow charts and review of the 
forms used. Detailed analyses are made 
of the number of personnel involved 
in each activity, as well as the costs. The 
problems, in terms of management re- 
quirements for report frequency, con- 
tent, timing and form, as well as proc- 
essing costs, are identified. 

Having identified existing systems and 
procedures, their operations and prob- 
lems, the group evaluates and recom- 
mends system changes where savings 
or improvements could be made. On 
the basis of the system considered 
soundest for the company, an evaluation 
of the relevant controlling factors is 
made to determine whether this system 
should be handled manually, by conven- 
tional machines, punched cards or elec- 
tronic computer equipment. 

If electronic computer equipment 
seems to be the answer, the exact re- 
quirements must be established. The 
study group can then determine which 
of the available computers the com- 
pany might use. Here, a knowledge of 
available and planned equipment is a 
necessity. 

When the equipment has been se- 
lected, flow charts of proposed proce- 
dures, as well as time and cost estimates, 
must be prepared. At this point, the 
feasibility study is complete, and a re- 
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Life Insurance Companies 
Have Long Used Computers 


CHARLES H. BADER 

President, Life Office Management Assn. 

Administrative Vice President, 

Interstate Life & Accident Insurance Co., Chattanooga, Tenn. 


FFICE AUTOMATION is a con- 
O tinuing challenge to the life insur- 
ance industry. Because the end product 
is a document in the form of an insur- 
ing contract and because of the accom- 
panying voluminous records, data proc- 
essing has been utilized for many years. 
This is evidenced by the early installa- 
tions of punched card equipment in all 
established life companies. 

Inflationary trends in recent years 
have increased the emphasis on 
automation. By the very nature of the 
level premium plan, expense margins 
are determined at date of issuance of 
the nonparticipating policy contract 
and must remain fixed for the duration 
of the policy. Stock life companies 
with substantial seasoned business in 
force must solve the problem of increas- 
ing overhead expenses. The same holds 
true of competing participating compa- 
nies who are anxious to return as many 
of the policyholders’ dollars as possible 
in dividends. 

This interest was evidenced by the 
Life Office Automation Forum, con- 
ducted by the Life Office Management 
Assn. in Chicago last April. This forum 
was attended by approximately 500 
representatives of life insurance com- 
panies in the United States and Canada. 
One of 18 standing LOMA commit- 
tees, the automation committee arranged 
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a program with 76 speakers and panel 
discussion members. This committee 
was originally organized as the elec- 
tronics committee shortly after World 
War II, when magnetic tape was a 
term used primarily in the laboratories. 

Most initial commercial installations 
of large scale electronic computers were 
in life insurance companies. Some of 
the largest companies have batteries of 
these giant machines, processing the 
work formerly performed manually or 
semimanually by a myriad of clerks. 
Such work includes actuarial computa- 
tions, agency commissions, policyhold- 
ers’ dividends, all forms of accounting 
and innumerable statistical reports. 

Companies handling both ordinary 
and weekly premium insurance are es- 
pecially interested in utilizing these 
machines to process their debit busi- 
ness which necessitates frequent and 
numerous transactions that require con- 
stant handling by many clerks and 
hours of attention by the agent in the 
field. Elimination of file maintenance 
by the use of magnetic tape and the 
streamlining and consolidation of agent 
reports are showing substantial time- 
savings in both home office and field 
operations. 

Many startling examples of financial 
savings can be found, primarily the re- 

(Continued on page 284) 





Changes Are Evolutionary, 


ALFRED J. BALL 


Not ‘Revolutionary 


President, Office Equipment Manufacturers Institute. 
Vice President, General Fireproofing Co., Youngstown, Ohio. 


HE BUSINESS EQUIPMENT in- 
dustry is big, essential, and success- 
ful. 

Big: a $4 billion industry in 1959, it 
is steadily growing bigger. 

Essential: it is the industry that serves 
all industry. Not a business lives without 
it—from the one-man, one-secretary 
establishment to one of the huge, 
sprawling corporations. 

Successful: at least 95% of the 
members of the Office Equipment Manu- 
facturers Institute for which I speak 
reported a substantial increase in busi- 
ness during 1959 over 1958, and the 
industry is looking forward to doing 
better by hundreds of millions of dol- 
lars this year. 

Despite the bigness, essentiality and 
financial success of this business, there 
are other happenings that are consider- 
ably more newsworthy and interesting. 
I refer to the evolutionary processes of 
mechanization and automation in the 
business equipment industry, and the 
remarkable acceleration of this move- 
ment during the past five years, plus 
the prospect of even greater accelera- 
tion along this line in the next five 
years. Note that I said mechanization 
and automation; both the linking of the 
two, and the order in which they are 
mentioned is intentional. For both 
processes are going on, simultaneously, 
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hand-in-hand, and automation actually 
is part of the larger process of mechani- 
zation of the office. 

Automation has enjoyed the spotlight 
of publicity lately, but the entire mech- 
anization process is just as interesting, 
important and “glamorous.” It is some- 
times difficult to draw a sharp distinc- 
tion between the two. For example, one 
member of our industry last year de- 
veloped a device for encoding and de- 
coding signatures by banks. The new 
equipment enables bank tellers to verify 
customers’ signatures instantly. It per- 
mits encoding an actual signature in 
such a way that it cannot be read by 
the naked eye but a simple decoding 
device permits easy reading for verifi- 
cation. 

Automation? No, strictly speaking, 
this equipment is mechanization, 
although it has certain characteristics 
of automation. Differentiating between 
the two processes sometimes becomes 
merely an exercise in semantics. One 
could be called a part, and the other 
the whole process. 

Mechanization — the entire process 
— is as important to the office as to 
the factory. The number of white-collar 
workers in this country had risen to 
more than 26 million by 1957 and is 
still growing. In the manufacturing in- 
dustries alone, the expansion of non- 
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At TIDEWATER OIL COMPANY invoices and 
advertising material are gathered, inserted and mailed 
automatically every month by a PHILLIPSBURG INSERTER 


FLYING 


Cycle Billing Problems?. 
Phillipsburg Inserter simplifies, speeds up cycle billing! 


Manned by one operator, the Phillipsburg Inserter 
—with exclusive vacuum feed—stuffs invoices and related inserts 
into envelopes, seals, prints indicia, counts and stacks—at rates 
up to 6,000 pieces per hour! Pieces come off the machine all 
ready for the Post Office. Tidewater is thus able to mail state- 
ments early and close cvcles on time! 


Phillipsburg Inserter’s open feed eliminates 
stapling bills. Send coupon for complete details. 
rs TrROvGr IMAGINATION 


Bell & Howell 
Phillipsburg 


PHILLIPSBURG, NEW JERSEY 
14 E. Jackson Bivd., Chicago 4, /i/, 


Bell & Howell Phillipsburg Company 

14 E. Jackson Blvd., Chicago 4, Ill. 

Please send 

(0 Modern Mailing Through Mechani- 
zation brochure 


(C1 A basic application for my busi- 
ness 


Name 


er! Firm_ 
a 


a 


All businesses can save with the Phillipsburg Inse 
Mail coupon for Modern Mailing Through 
Mechanization brochure... 


a 


For More Information Circle No. 439 
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Colight > 
STRIPPING ano QPAQUING 


TABLES 


MODEL K-D — New! assemble it yourself and 
save money. Solid construction, adjustable 
straight edges, ample leg room, adjustable 
feet. Prices: 20” x 24” $149.00 
30” x 45” $187.50 





MODEL ASL — This economical, precision 
built, Colight Art Stripping Table, is de- 
signed for the Artist, Photographer, and the 
Lithographer. Adjustable straight edges, 
double glass for coolness and better light 
diffusion. Prices: ASL No. 1, 16”x18” work- 
ing area 

ASL No. 2, 19°x25” working area. .$79.50 


Ps 4 MODEL TST — The Colight Tilting Stripping 


— Table is a unit you never have to leave. 
i While seated, necessary materials are at 
your fingertips. Adjustable tilt, straight edges, 

and feet. Price: Model TST, working area 

$149.50 


MODEL CSO— The Colight Cabinet Strip- 
ping and Opaquing Table combines a large 
working area with storage facilities. A side 
tray, adjustable straight edges and feet, and 
double glass are additional deluxe features. 
Price: Model CSO, working area, 


If you want help in planning your litho equipment needs, just drop us a note 
We'll be glad to recommend the best equipment for economical, efficient 
operation. Or, you can send for the literature offered on the next page. 


For More Information Circle No. 233 
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Eliminate Costly Plate Damage 
witha fey 





Yieasstag Ai 
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PLATES, NEGATIVES AND ARTWORK 


Every time you lose or damage a 
plate, negative, or artwork, you lose 
money! Stop this loss with a Colight 
filing system. The safest, easiest, most 
economical method for storing the 
entire job in one place. Gray crinkle 
cabinets are attractive in any Office. 
Cabinets are designed for four-high stack- Specially imprinted heavy y Kraft 
ing. Enlarge your files as your business envelopes provide complete job-file 
grows. Each cabinet holds 300-400 complete protection. No hooks, clamps, or 


job files. Cabinets are available in four 
sizes from 36°x19” to 27°x26"x234". 


FREE LITERATURE 


Please send me a complete catalog on Colight equipment for the 
Offset plant. 


Name 


Zone... .é: State. 
COLWELL LITHO PRODUCTS, INC 316 Chicago Ave., 


* Minneapolis, Minn. Dept. C-I 


For More Information Circle No. 233 
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production workers (which includes 
white-collar workers) accounted for 
three-fourths of the total increase in 
manufacturing employment in the ten- 
year period from 1947 through 1956. 
Since 1947, Department of Labor 
figures show that the rate of growth of 
these nonproduction workers has been 
about 15 times as great as that of pro- 
duction workers. 

Obviously, this is due to increased 
record keeping and other paperwork. 
Numerous reasons account for this 
trend, but to discuss them is beyond 
the scope of this article. Suffice to say 
that these figures point to a situation 
of which all of us are well aware: our 
offices are about to be inundated with 
paperwork. 

I have dwelt so far on the field of 
business. I should have included medi- 
cine and the other sciences, education, 
Government, including defense, all 
kinds of research, and communications. 
The activities which profit by the mech- 
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anization and automation of office work 
cover almost every phase of modern 
life. 

First, although by no means most im- 
portant, is the cost reduction factor. 
The savings are in both time and labor. 
The Post Office Department, for ex- 
ample, is planning to eliminate one of 
its most tedious and costly jobs by the 
use of a machine made by one of our 
members. The Post Office has ordered 
75 automatic mail facing and canceling 
machines which will take different sized, 
adhesive-stamped letters, and face and 
cancel them automatically at up to 500 
letters per minute. 

Postal clerks previously had to sepa- 
rate long and short envelopes, and man- 
ually face each letter (arrange all en- 
velopes with stamps facing the same 
direction and in the same corner) be- 
fore letters could be canceled. Perform- 
ance of the machines, so far, has indi- 
cated they will enable the Post Office 
Department to face and cancel at about 
one-third the cost of the old system. 

More important than the cost reduc- 
tion factor alone is the increased accu- 
racy and improved quality which mech- 
anization and automation bring. A whole 
battery of new machines improve the 
quality of paperwork, as they speed it 
up. I shall cite only one example. 
Thanks to equipment of one of our 
members, it is becoming common prac- 
tice to multiply the output of data proc- 
essing equipment by offset reproduction 
—processed data is out-printed directly 
on a duplicating master. As the masters 
leave the processing machine they are 
placed on a duplicator to produce up 
to 100 copies in seconds, on blank 
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Get EXECUTIVE copies 


dgelanin'2elelamelia-renam ol alent 
copy machine with... Patapar. 
— TRANSLUCENT MASTERS 


e SHARP enough for the Board of 
Directors 


e FAST enough for the busiest 
executive 


e INEXPENSIVE enough for the 
smallest budget 





e From the most detailed engineering PATERSON 


drawing to typed or handwritten re- 
ports, every line is clearly reproduced * oad DA RC H M F NT 


in seconds with Patapar Translucent 
Parchment masters. On y 
Save time, save dollars and add ~nngg PAPER CO. 
greater efficiency to your office. BRISTOL. PA 
Write for samples of Patapar Trans- 


lucent masters. They’re available in a . C 
ew York, Chicago 


range from lightweight to rigid card veecondhthiegeplbiecs: og 
West Coast Plant: Sunnyvale, Califorr 


PATERSON PARCHMENT PAPER COMPANY, Bristol, Pennsylvania 


Please send me sample kit and information about Patapar® Translucent Masters. 


Name 








PLEASE PRINT) 
Title 





Company 





Address 














For More Information Circle No. 284 


THe Orrice—January, 1960 





me av_srPrarrim™ Farr fh ra i“ 


Providing Audit Trails 
In Computer Operations 


L. W. ACKER 


President, Federal Government Accountants Assn. 
Deputy Chief, Army Audit Agency, Washington, D.C. 


HE AUDITOR, whether he is a 

public accountant or internal audi- 
tor, has long been accustomed to per- 
forming his work within the framework 
of a system of internal controls. These 
controls consisted of a method of organ- 
ization and assignment of responsibili- 
ties, and of controlled procedures for 
recording, classifying and anaylzing var- 
ious types of transactions. With the ad- 
vent of the electronic computer, the 
auditor was faced with the necessity of 
transition in his traditional processes. 
Looking into the future, it appears that 
this transition will continue as new com- 
puter techniques evolve. 

Some transition in audit procedures 
has already occurred. The auditor has 
acquired a vocabulary of new terms. 
He has been required to master, in vary- 
ing degrees, many aspects of computer 
technology. It has been necessary for 
him to realign his thinking with respect 
to verification of recorded transactions. 
These changes have been necessary in 
order that the auditor might perform his 
verification and analytical tasks—and 
in order that he might advise manage- 
ment in the establishment of audit trails 
and checkpoints for systems employing 
computers. Still further scientific ad- 
vancements are to be expected. We can 
expect that within a relatively short 
time—a few years at most—computer 
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input through handwriting or even voice 
will be possible. Where will the auditor 
look, in such an environment, for sup- 
port of actions and decisions? 

With most technological advances, 
our first reaction is to ignore or under- 
emphasize their effect on established 
routines. While the auditor can no 
longer ignore the impact of the com- 
puter, he need not be alarmed that he 
cannot make the necessary transition in 
time. The time to begin the transition, 
however, is upon us. As a first step, he 
should acquaint himself with computer 
terminology. He should then acquire 
sufficient knowledge of the computer’s 
application to a particular system to 
enable him to think in management’s 
terms. With these steps taken, the audi- 
tor will find the computer an aid instead 
of an obstacle in his work. He will 
achieve a plateau of efficiency and econ- 
omy not possible in noncomputer ac- 
counting. 

The transition from manual or 
punched card accounting to computers 
has gained increased momentum, par- 
ticularly in the past two years. Many 
organizations, realizing the potential 
benefits of computer use, have been re- 
luctant to place complete reliance upon 
the equipment. Consequently, the audi- 
tor usually has adequate documentation 
for review in the traditional fashion. 
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VEN YOUR PRESENT 
AUTOMATIC PRODUCTION 


wil The versatile... luait speed. 


cpus, 2° SPEED-KLECT! 


THE ONLY 


FULLY AUTOMATIC 
SHEET COLLATOR 


D 





TO LET YOU: 
DUAL-STREAM 


the same job — side by side! 


DUAL-STREAM 


two different jobs! 


DUAL-STREAM 


a single job! 


... at speeds up to 60,000 pick-ups per hour!* 


Station-for station, the new Didde-Glaser DUAL-STREAM 
Speed-Klect will outperform any sheet collator in the 
world today!— And, EACH of the dual streams has an 
individual micromatic detector at each station to catch 
misses or doubles. .for unequalled accuracy! 


*Model 61-11 six-station Dual-Stream Speed-Klect will 
collate up to 60,000 sheets of 842” x11” stock per 
hour. Other models available from three to nine stations. 
Dual-Stream sheet sizes range from 9” x 12” maximum 
to 5’ x3” minimum; may also be operated as single- 
stream collator with sheet size range of 18” x 12” 
maximum to 5” x 3’ minimum. 


ido ealiS eran, 


Emporia, Kansas 


DESIGNERS AND 
MANUFACTURERS 


General Office and Factory, DEPT. To-1 
50 Hi-Way and W. 12th Avenue, Emporia, Kansas 











Oual-Stream Speed-Klect Model No. 61-11, covered by U. S. 
Patent No’s. 2,568,224 and 2,846,214. Other patents pending. 


AVAILABLE FOR EXPORT: 

Write — Didde-Glaser, Inc. 
Export Division, 
Emporia, Kansas 


eS 6 ae a ee ee a ee ae 

C)i for information on this out. TES 
-D and other Speed-Klect models. 

C] Please send brochure and full information 


a Please send the 11-minute, 16mm color, 
sound film “Speed-Klect in Action.” 


NAME 
COMPANY 
ADDRESS 


Sales and Service Offices in New York, Chicago, and Los Angeles g CITY 


For More Information Circle No. 257 








As the reluctance to eliminate documen- 
tation and frequent printouts is dissi- 
pated, he finds himself with less and 
less to eXamine. 

Because of the present abundance of 
documentation in most computer oper- 
ations, it has been concluded that ample 
audit trails will always exist. What will 
be the position of a public accountant 
or internal auditor when management 
decides that complete reliance can be 
placed on the computer? When this 
point is reached, it is logical to assume 
that manual review and frequent print- 
outs for verification will cease. Docu- 
ment printout is expensive. In many in- 
stances, it slows the computer’s speed 
substantially—more than half its capac- 
ity. Therefore, economy and efficiency 
plus the increasing need for computer 
time may cause elimination of much 
of the documentation presently avail- 
able. 

The auditor will find that journals, 
ledgers and punched cards have been 


New Controls for the Auditor 


converted to magnetic tapes, drums and 
discs. Written forms such as requisi- 
tions, purchase orders and the like may 
be transmitted in nonreadable media. 
A customer’s request may be trans- 
mitted to a supplier via transceiver facil- 
ities, with no written record prepared 
before the printout of the warehouse 
order. We can even envision the elimina- 
tion of the warehouse order in businesses 
where automatic stockpicking and pack- 
ing features are feasible. The first written 
record may be a printout of a shipper’s 
label. Computer procedures may be ex- 
pected to reliably perform credit checks. 
post accounts receivable and maintain 
inventory balances. In addition, they 
may control the location of stock and 
the picking, assembly and packing of 
merchandise. As a part of these pro- 
cedures, stock may be located and, if re- 
order points are reached as a result of 
transactions, automatic initiation of re- 
plenishment actions may result. 

As today’s visions become realities, 
there will be changes in the auditor's 
procedures. It is suggested that he may 
be auditing thought processes, and test- 
ing the validity of decisions, emphasiz- 
ing less and less the testing of docu- 
mentation and its flow. 

Such a transition need not pose prob- 
lems to the auditor if he is properly 
equipped to move forward in a time of 
change. He must maintain familiarity 
with his client’s system of processing 
and reporting data. Knowledge of the 
basic system will be more important 
than a technical knowledge of computer 
operations. One can learn the use of 
computer equipment in a relatively short 
time, whereas it may require years to 


(Continued on page 279) 
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ANNOUNCING 


I960 VICTOR 


AUTOMATIC PRINTING 


O7N ROLE NTO): 


Simple! Victor's exclusive Magic Motor Bar 


and Simpla-Key handle all calcula- 
tions — division, multiplication, addi- 
tion and subtraction. 

Simple! Automatic Constant, Total Transfer 
and Credit Balance. 

Simple! Prints the answers clearly, with true 
symbols, on tape. 

Simple! Anyone can operate a Victor Calcu- 
lator. No special training needed. 
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See the Adding Machine section 
in the Yellow Pages for nearest 
Factory Branch or Dealer. Or 
mail coupon today! 


Victor Adding Machine Co., Dept. 0-1 
Chicago 18, Illinois 


Please send new four-color brochure on your 
new 1960 Victor Calculator. 
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Unwise to Charge Interest 
On Past-Due Accounts 


ROGER A. YODER 


President, Controllers Institute of America. 
Vice President-Finance, 
Detroit Steel Corp., Detroit. 


HARGING INTEREST on past- 

due accounts receivable is a peren- 
ninal subject which appears to com- 
mand more attention during periods of 
relatively tight money. It involves such 
broad implications and so many pitfalls 
that it behooves industrial corporations 
to pause and assess the situation care- 
fully before venturing into this area. The 
most important factors to consider fall 
into four categories: commercial, finan- 
cial, legal and administrative. 

The commercial viewpoint involves 
a major policy decision as to whether 
it is necessary, from a long-term stand- 
point, to enter the financing business to 
merchandise your product and achieve a 
normal growth pattern. It is fundamen- 
tal that charging interest on past-due ac- 
counts will increase the number and ex- 
tent of past-due accounts as customers, 
who are short of working capital, will 
feel justified in postponing payment on 
the unpaid balance. 

On the financial side, the extent by 
which such a policy will increase a com- 
pany’s own capital requirements should 
be carefully determined and the sources’ 
and costs of such capital resolved. 
Sound management will compare the 
rate of return on this investment with 
alternative methods of accomplishing 
the same objective and with alternative 
investment opportunities. Commercial 
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banks could not afford to loan money 
at current rates if they were obliged to 
depend solely on borrowing as a source 
of funds. 

The legal considerations are whether 
the corporate charter is broad ‘enough 
to permit the corporation to engage in 
the wholesale lending of money; and 
whether interest charged on a selective 
basis (certain customers allowed or en- 
couraged to use this medium for their 
own internal financing) might be in 
violation of the Robinson-Patman Act. 

The increased volume of past-due 
accounts receivable will create new ad- 
ministrative problems and aggravate 
some existing ones. More intensive 
credit surveillance will be necessary be- 
cayse most of the increased volume will 
come from accounts which, if not poor 
credit risks, are at least inadequately 
financed. It follows that the potential 
bad debt loss will increase commensur- 
ately. Adoption of an interest policy 
generally might very well upset credit 
reporting agencies and practices since it 
is difficult to justify reporting an ac- 
count past due on which you are col- 
lecting interest on your own terms. 

In the opinion of the writer, the prob- 
lems inherent in charging interest on 
past-due accounts render the adoption 
of such a policy unwise except under 
the most exceptional circumstances. 
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Railroads Have Personnel 
Who Understand Computers 


W. G. HUNT 


Chairman, Accounting Div., Assn. of American Railroads. 
Vice President & General Auditor, 
Atchison, lopeka & Santa Fe Railway Co., Chicago 


IVE OR SIX years ago, the business 

community was startled by announce- 
ments of the so-called “magic brain” 
which could compute at electronic 
speeds, had a built-in memory and, it 
was said, could perform certain logical 
functions. It was thought that here at 
last was the clerical robot which would 
reduce the mountain of paperwork to a 
molehill. 

The railroads, along with other indus- 
tries, were definitely interested. After all 
railroads are faced with continuing and 
perhaps unique problems. They operate 
approximately 370,000 miles of main 
and branch lines which honeycomb the 
entire continental United States, over 
which more than 30 million carloads of 
freight were handled in 1958, as well as 
some 380 million passengers, including 
commuters, and large volumes of mail 
and express traffic. Appropriate doc- 
uments are required for the movement 
of each shipment of freight and express 
and for each passenger carried. Pay- 
checks were issued in 1958 to more than 
840,000 employees scattered through- 
out the nation and the railroad opera- 
tions consumed fuel, material and sup- 
plies costing close to $1.8 billion. 

The accounting records required for 
these operations, as well as those needed 
for efficient management, coupled with 
the requirements of State and Federal 
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regulatory and tax bodies, are staggering 
in volume. Over 100,000 employees 
were engaged in 1958 in clerical work 
on the railroads. 

Operations over such a far-flung area 
pose such problems that the railroads, 
although maintaining large forces in 
general offices at their headquarters, 
must maintain much larger clerical 
forces at other points on their systems to 
produce the records which can only be 
made locally at the points where the 
operations occur. Railroads, therefore, 
are interested not only in electronic data 
processing equipment but also improve- 
ments in all equipment which can be 
used advantageously in smaller offices 
and in the use of devices which will 
permit transmission of data from out- 
lying points directly into large data 
processing centers. 

Shortly after the first data processing 
equipment announcements were made, 
it became apparent that the new clerical 
robots did not, in reality, have brain 
power. The earlier models, designed 
for scientific use, were not suitable for 
business use, particularly the handling of 
large volumes of input and output. 
However, after the glamor had been 
stripped away, it was apparent that here 
was a new and important tool which 
had great potential. The only way to 
learn to use such a tool is to place it in 
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for space-age figurework 


@ Efficiency, savings . . . these vital objectives in today’s figurework 
depend on speed. And the time-saving, automatic features of Marchant calculators 
can help you process figures faster than ever before. g@ On the Marchant Deci+-Magic, 
for example, touching one key just once sets all decimals automatically—for the entire 
problem and in the answer. m On the new Marchant Transflo, illustrated, a unique back 
transfer key flows figures from dial to dial, ends stop-and-go manual re-entries in multi- 
step problems. m And on Marchant calculators, when you touch the automatic ‘‘push- 
button’’ multiplier keys, you get immediate answers—with no waiting. @ More speed, 


more ease, more output. That’s why... modern management counts on Marchant. 


ANNI, 


@® f MARCHANT 
Fine calculators and adding machines 
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919 . 9° 


of advanced design 


MARCHANT oivision oF fs/c/m| SMITH -CORONA MARCHANT INC. OAKLAND 8, CALIFORNIA 
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actual use. Consequently, a number o1 
electronic data processing installations, 
both large and medium scale systems, 
were placed in railroad offices through- 
out the country. 

The problems encountered in mech- 
anization of office work, particularly 
installing a data processing system, are 
many and varied. A satisfactory appli- 
cation requires a procedure study be- 
ginning with preparation of basic doc- 
uments and those who make these stud- 
ies must have a thorough knowledge, 
not only of the work itself, but of the 
equipment which will be used. 

Finding personnel for these teams is 
a task in itself. When we look to ma- 
chines to do a job, a rigid control of 
the initial input is necessary. Many bits 
of information have to be coded so 
that the machine can recognize and 
assimilate the data. Variations which a 
human would readily recognize might 
make the input entirely unintelligible 
to the machine. In the railroad industry, 
this meant, in many cases, education of 
forces in the field to make certain that 
information which they were sending 
in would be accurate, complete and in 
the proper format, a task which, in some 
cases, required months of training. 

Another difficulty, always encoun- 
tered, is the natural resistance to change. 
It was difficult to convince many em- 
ployees that the changes would be ad- 
vantageous and even more difficult, in 
some cases, to convince them that the 
new devices could actually perform the 
work. Patience and a sound educational 
program were necessary to retain the 
loyal cooperation of our people. 

Despite the difficulties encountered, 
the installations have proved very val- 
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uabie, particularly in accounting work, 
and data processing equipment has been 
used for payroll preparation, accounting 
for freight and passenger revenue, inter- 
line settlements, agents’ accounts, ma- 
terial and stores, as well as car account- 
ing and operating, and traffic statistical 
work. The central computer installations 
have, in some cases, been coupled with 
transmission devices such as Teletypes 
and transceivers, to bring into the central 
system data from thousands of miles 
away, thus further enhancing the value 
of the central systems. 

The applications mentioned in the 
main were our bread-and-butter jobs. 
These involved a great expenditure of 
clerical effort because of the volume of 
work and the many repetitious, routine 
clerical chores. Computers could do 
these jobs much more rapidly and accu- 
rately. In many cases, the applications 
had been previously mechanized by 
punched card machines which facilitated 
conversion to computers. Undoubtedly, 
some applications were chosen to 
provide a practical method of learning 
to use the new tool on work with which 
we were completely familiar. 

Although great strides have been 
made in utilizing data processing in the 
railroad industry and progress is con- 
tinually being made, in the opinion of 
the writer, we are just beginning to 
realize the potential of data processing 
systems and much greater benefits can 
be expected in the years to come. 

There have been continual improve- 
ments in computer systems and they are 
now much better than the earlier models 
and more suitable for business use. In- 
creasing use of transistors and other 
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Five simple controls provide you with complete, fool- 
proof command over all dictating and transcribing 
functions. New tape magazine permits instantaneous, 
fumble-proof, jam-proof loading. New higher fidelity 
sound assures crystal clear voice reproduction to speed 
typing and prevent fatigue in transcribing. 





The Norelco ‘35’s easy portability (weighs only 8 Ibs.) 
and longer dictating capacity (35 minutes) make it ideal 
for on-the-spot recording of important meetings, pro- 
posals, minutes and memoranda, or for dictating in 
your car, at home, or while in the field. 





Try the Norelco ‘35’ in your own office and discover 

how much time it can save you in the preparation of - 

records, reports, correspondence and other time con- 50% SIMPLER 

suming paperwork. For complete information andafree eeeeeeseecescococes ee 

demonstration call the Norelco ‘35’ dealer nearest you THE WORLD’S « 
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or write directly to North American Philips Co., Inc. 
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ALL-IN-ONE 


dictating or transcribing accessories only 
DICTATING- 
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NORTH AMERICAN PHILIPS CO., INC. ‘. 
Dictating Equipment Division, 230 Duffy Ave., Hicksville, L. |., N. Y. In Canada: the Norelco ‘35’ is known as the 
‘Philips’ dictating machine and is distributed by Philips Industries, Ltd., 116 Vanderhoof Ave., Toronto, Ontario. 
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Importance of CPA Will 
Increase in Electronic Age 


J. S. SEIDMAN, CPA 


President, American Institute of Certified Public Accountants. 
Partner, Seidman & Seidman, New Y ort 


HE ELECTRONIC AGE is here 

and it is bound to affect the CPA 
profession. There has always been con- 
siderable manual work in preparing 
accounting records, drawing up financial 
Statements, and auditing both. All this 
work, and much of the thinking con- 
nected with these procedures, is being 
programed for machines. Ultimately, 
this will affect the accounting function 
in at least two ways. 

Public bookkeeping, which is occa- 
sionally done by members of the ac- 
counting profession on behalf of small 
business that cannot afford a full-time 
bookkeeper, will atrophy. Just as today 
there are public laundromats to process 
the family wash, so there will develop 
electronic centers to process the book- 
keeping of small business. Some experi- 
ments with this program are already 
taking place. Electronics is replacing the 
bookkeeper. 

In auditing, there is a good deal of 
“pick and shovel” work; footing, cross- 
footing, posting and vouchering are im- 
portant activities in the early life of a 
junior accountant on an auditing engage- 
ment. These operations will be taken 
over by electronic equipment. Does this 
mean that the CPA profession will un- 
dergo sharp contraction? Not at all. 
With the electronic age will come in- 
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creased need for the profession in 
three dimensions: quantity, variety and 
intensity. 

Audits will become as universal and 
commonplace as breathing. No bank 
loan will be obtainable without an audit. 
Virtually all companies will be subject 
to the SEC. The CPA will be called in 
more and more to make audits of, and 
for, government. 

The electronic age will find the CPA 
more actively engaged in advisory or 
consultation work for management. His 
services will be utilized for production 
controls, time and motion studies, cost 
work, market surveys and other impor- 
tant aids to management. 

The CPA also will be the safety valve 
and professional policeman in the ever- 
widening gap in American industry, 
where owners of the business won't 
manage and managers won’t own. The 
CPA will be increasingly useful to help 
managers manage and, at the same time, 
to help stockholders know the score in 
clear, forthright fashion. The electronic 
age will have debits and credits like 
everything else worthwhile in life. On net 
balance, the credits will heavily pre- 
ponderate so far as the CPA is con- 
cerned. The public practitioner will have 
more work of a greater variety and 
higher level than ever before. 





Budgeting Is the Technique 
Of Planning in Advance 


R. VISSCHER MILLAR 
President, National Society for Business Budgeting. 
Pennsalt Chemicals Corp., Philadelphia. 


EOPLE HAVE PLANNED for a 

long time. Your mother and father 
probably did a lot of it before they 
married. George Washington spent 
more time planning the logistics of the 
Revolution than fighting it. Some 
Pharaoh had to plan the Pyramids of 
Egypt. Even the man who figured out 
the first wheel must have planned care- 
fully in selecting the big rock or tree 
trunk he used. 

Why all this trying to figure the next 
step before you get to it? Why not just 
go along from day to day letting things 
happen? Presumably it’s a matter of 
trying to control our future. Planning 
is an attempt to make the best possible 
use of our time and our energy. 

Why do you plan the purchase of 
equipment for your office? Possibly you 
or your boss is asked to estimate at the 
beginning of each year how much you 
will be spending on equipment. Then 
you figure: so many typewriters, so 
many dictating machines, so much 
mailing equipment, certain ones to be 
replaced and others to be acquired as 
“additional.” 

Add all these expenditures together 
and put with them your company’s 
plans for new plants and production 
equipment and you have the capital 
budget. This is an attempt to make the 
best possible use of the money available 
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for capital expenditures. Since ordinar- 
ily the demand for these capital funds 
is greater than there are funds avail- 
able, someone has to decide, “It'll be 
better to buy that postage meter than 
to put the electronic agitator in the 
widget plant. We haven't the money to 
do both so we'll do the one that will 
give us the greatest savings.” 

That’s planning, or budgeting. Your 
company builds its profits by planning. 
The more and the better it plans, the 
more prosperous will be the enterprise, 
and the better your own job is likely 
to become. 

Right in your own home you have to 
plan. Major expenditures are always 
knocking at the door. The car is getting 
a bit old. The boy starts college next 
fall and his sister two years later. May- 
be father is getting along and is going 
to need more care in the next’ few 
years. Somehow these major demands 
are met as they come up, even though 
the ordinary day-to-day expenses seem 
to swallow up most of our income. 

Planning makes it possible. The 
sugar-coated budgeting of the Christ- 
mas Club and the mortgage payment is 
planning of a type. Sometimes there’s 
a savings account or life insurance or 
investment program, which are forms 
of planning. Frequently heads of house- 
holds work out full-fledged budgets. 
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...you’ve got his card. Or an inventory card, data card, 
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Just drop your cards in REVO-FILE. For more information 
write Revo-File Systems Division, The Mosler Safe 
Company, 320 Fifth Avenue, New York 1, New York. 
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Some type of budgeting is the only 
way to get the most for you and your 
family out of your income. Just as it’s 
the only way your company can attain 
maximum profits with the funds they 
have to invest in plant and equipment 
and working capital. 

More than a thousand men and 
women in business, industry and gov- 
ernment who are engaged in planning 
work, have formed the National Society 
for Business Budgeting. Primarily the 
society is a medium for the exchange 
of ideas. When one member finds a 
new or better way to solve a problem 
in budgeting he tells the others about 
it. He may do it in a meeting of one 
of the 36 chapters scattered across the 
country; at one of the regional confer- 
ences where groups of chapters meet; 
at the annual conference; or through 
Business Budgeting, the society’s maga- 


zine. Thus we all benefit and the science: 


of budgeting is progressed. 

Just as we NSBB members help each 
other, we help those around us. Some 
of us teach in business schools and 
colleges in the evening; some serve with 
our local governments on a part-time 
basis, helping them to plan the growth 
of communities. 

In your company, the budgeting 
process may be a fully developed pro- 
gram or you may plan only a portion 
of the operations. Maybe there is no 
company budget yet. Whether or not 
you participate in formal budgeting, 
why not build your own department’s 
budget for 1960? Figure out what you 
will be spending month by month dur- 
ing the year. 

Go over your department’s expenses 
carefully beginnirig with how many peo- 
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ple you will have and what each will 
be paid. Don’t forget payroll taxes, 
overtime and incidentals like “supper 
money.” Then work out your cost of 
supplies. There’s stationery and postage 
and forms and a host of other items in 
everyday use. See how much of them 
you are using now and then estimate 
their consumption based on whether 
you expect your operation to expand, 
contract or stay about the same. 

Now you come to the miscellany: 
telephone, repairs and depreciation on 
equipment, dues and subscriptions, etc. 
Use the same technique—what is the 
cost now, and what do you think it’s 
going to be? 

In this planning, or budgeting, keep 
to the things you can control or which 
you know so much about that people 
turn to you as the “expert.” Don't 
worry about the rent and light and all 
those things that other people control: 
let them do the budgeting in those 
areas. 

Another pitfall (and one that is not 
always limited to those who are just 
starting formal budgeting) is to figure 
out a nice, complete budget and turn 
it over to the Boss or file it under “B,” 
and then forget all about it. No budget 
is worth making unless you compare 
your actual operation to it. If your 
budget is part of a company master 
plan, try to get performance reports at 
regular intervals. Get the accounting 
department to tell you every month or 
so how your expenses are doing com- 
pared to the budget you made. 

If the company is not running a 
budget yet, and you've built one for 
your own guidance, turn to the records 


(Continued on page 274) 
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A demonstration will show you the new features that make it 
easy for anyone to run the HEYER Mark Ill Conqueror 


After a few minutes instruction, anyone can 

duplicate clear, sharp copies in 1 to 5 colors 

of anything typed, written or drawn on a 

spirit master. Now, duplicating is as easy as 

dialing the telephone and just as fast! 

At no increase in price you get such wanted 

features as a new feed table that eliminates 

those tricky side rubber adjustments; highly 

visible re-set counter that saves time and 

paper; adjustable feed wheels for wrinkle-free, 

—— feeding; and feed — control A Conqueror for just $214.50* 
or dialing correct tension on all types 

of papers—from thin papers to post cards— Bane Brgy 2 pla er 
even newsprint. An example of - operated with all fea- 
effortless operation is the automatic start- tures except electric 
stop on electric models. The motor clicks drive. 

off automatically when the last sheet MODEL 76A—Electric, 
is printed. And your Heyer Conqueror automatic _ start-stop 
never becomes obsolete. Parts are available $299.50* MODEL 76B— 
for Heyer Duplicators made many years Automatic, ge Al 
ago and new advances are designed with 11” and 14" cylin- 


- der stop selector 
for adaptation on present Conquerors. “Always Makes a $324.50* 











Good Impression” *Plus Federal Excise Tax 
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Send for your ~ HEYER INC. /isar. ESouth Kostner Avenue « Chicago 23, Ill. | 

d ; O Please send my Personalized Desk Pad and Literature on 
j FREE Personalized Conqueror Duplicators. | 


— Desk Pad—Today! © 1 would like to have a one week FREE trial of a Conqueror 
Spirit Duplicator. 


A demonstration by mail to show 
what the Conqueror can do for 
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Chart-Pak Tapes for Graphs and Charts. . . 
now in NEW TAPE-SAVER DISPENSER 


(at no extra cost) 


ONLY CHART-PAK HAS IT! 
Keeps tape edges clean 
No waste... use every inch 
Easy spindle storing 
Protected from damage 














Make clean, professional looking charts, graphs and other 
visual presentations fast... easy . . . without the fuss and 
muss of a single pen stroke. Available in a wide variety of 
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Backing sticks firmly, will not melt under heat of reproduction 
... yet can be easily lifted and reapplied for corrections. Ideal 
for use on all surfaces. Special Chart-Pak planning boards and 
sheets also available. 
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The Internal Auditor Must 
Maintain Controls in EDP 


WALLACE R. GILCHRIST 


President, Institute of Internal Auditors. 
Chief Internal Auditor, Service Pipe Line Co., Tulsa, Okla. 


LECTRONIC DATA PROCESS- 

ING presents problems, both be- 
fore and after conversion. We are con- 
cerned here with pre-conversion prob- 
lems. Equipment of various capacities, 
and different applications, is available 
from a number of the well-known man- 
ufacturers, at various levels of cost. 
Even though some concerns have now 
had EDP for several years, satisfactory 
economic and feasibility studies of such 
installations are still difficult. 

The wary executive, before making a 
crucial EDP investment, will ask these 
questions: Just what will it accomplish? 
How much will it cost? When will it 
pay off? How can it be economically 
justified? How will it affect personnel 
and organizational structure? Granted 
that it will provide more information 
faster, what effect will it have on busi- 
ness controls and fraud prevention? He 
would like to learn from the experience 
of others, but the information is hard 
to come by. 

Unquestionably the use of large busi- 
ness equipment leads to potentially 
more efficient handling of data and, 
conceivably, by making current operat- 
ing data more readily available, it will 
reduce somewhat the need for conjure 
or guessing, in making important de- 
cisions. Such equipment can handle 
transactions at almost incomprehensible 
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speeds. Sales, production and other 
operating data can be available within 
hours. Monthly closings can be com- 
pleted by the second working day. Data 
can be fed directly into these machines 
from remote offices by wire. Because of 
such speeds, it is appropriate that man- 
agement consider the extent to which 
it should take advantage of this ca- 
pacity, and recognize its inherent 
hazards. 

There are many doubts and prob- 
lems associated with converting to large- 
scale EDP. Because of the cost, and 
the great capacity of even medium- 
scale equipment, smaller organizations 
usually will not find it economically 
practical. However, most manufac- 
turers now have smaller equipment 
available. for more limited use. Also, 
manufacturers and service organizations 
are establishing centers for use of 
equipment on a service basis. These 


‘centers should be of value to potential 


large users, too, permitting them to 
move into EDP gradually, train proc- 
essing teams without pressure, check 
out the feasibility of applications, and 
perfect their programs. 

There is always the danger of larger 
organizations ordering equipment too 
fast, with too little advanced planning 
of what is needed and how the equip- 
ment can best be utilized. Because of 
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the imponderables involved, some of 
the more successful conversions have 
been made only after broad surveys 
that extended over many months or 
years. Every company would do well to 
recognize the wide impact that an EDP 
conversion would have on its internal 
operations, and the problems of accom- 
plishing a satisfactory installation. Both 
internal and external conditions should 
be fully recognized, including: lack of 
trained specialists, such as program- 
ers and technicians; too much reliance 
on equipment manufacturers; personnel 
and organizational problems; difficul- 
ties in economical utilization of equip- 
ment; high costs during conversion; 
time required for programing; difficulty 
in realizing personnel reductions and 
overall estimated savings; slow pace in 
reaching satisfactory production sched- 
ules. 

Attention is focused on these difficul- 
ties to emphasize the importance and 
need for adequate planning beforehand. 
It is doubtful whether any installation 
so far made was satisfactory in its first 
stages, or resulted in the efficiency or 
savings in time and money that were 
originally estimated. The serious prob- 
lems involved can be alleviated only by 
thorough and complete planning. 

A work improvement program should 
precede any EDP installation. Often 
many of the major savings for which 
EDP is given credit result from im- 
proved systems. These would have been 
beneficial under any circumstances, but 
required motivation to get underway. 
EDP conversion can be that motivating 
force. However, for a true payout study, 
it is doubtful whether such savings 
should be attributed to EDP. The ma- 
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chines are not magic brains. They add, 
subtract, multiply, divide and store 
information at high speed, but they do 
not think. 

One concern is embarking on a five- 
year problem-solving program to try to 
overcome their difficulties. This empha- 
sizes the great need for adequate plan- 
ning, well in advance of EDP acquisi- 
tion. 

Programing itself presents perplexing 
problems. For example, it is difficult to 
develop qualified programers and train 
processing teams. Another difficulty is 
the development of sufficient applica- 
tions for reasonable utilization of the 
great capacity of the equipment. Check- 
ing out the feasibility of all proposed 
machine applications, perfecting pro- 
grams, and resolving input-output are 
other problems. Each will test the best 
abilities of the processing teams. 

It is probable that the intermediate 
records and reporting areas of the past 
may be seriously disturbed. Ledger 
records with reference data may be 
largely eliminated. The loss of refer- 
ence data presents serious problems. 
Control aspects are weakened consid- 
erably, with fewer people acquiring 
direct control over larger volumes of 
data. It is essential that adequate con- 
trols be developed all along the line, 
and carefully maintained. 

Manipulation and fraud of a sub- 
stantial nature is possible with weak 
internal controls. Fraud conditions are 
also present when the input is based on 
unreliable data, when there is poor 
execution of prescribed procedures, or 
by deliberate manipulation through the 
machine console. Since EDP has no 
conscience, it will aid the perpetration 
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manpower, inc. 


“lm an expert Steno, and my 
co-workers are expert 
typists, file clerks, and 
office machine operators.” 


“Whenever you're short- 
handed I'll come to your 
office to help you tempo- 
rarily.”” 


“I'm a perfect substitute for 
sick or vacationing office 
workers.” 


“Manpower, Inc. pays my 
salary, taxes and insurance 
...You have no record-keep- 
ing to do.” 


Call your local Manpower, Inc. office for 
typists, stenos, office machine operators, 
file clerks, receptionists, etc. Our employees 
are selected for their ability to step into 
your office and start work immediately! 


manpower, inc. 


Over 180 Offices in U.S., Canada, and Europe 


World Headquarters: 820 N. Plankinton Ave., Milwaukee, Wis., U.S.A. 


For More Information Circle No. 307 
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BEST WAY TO JUDGE A DICTATING MACHINE 


LISTE 
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Fidelity Makes The Difference 


400 secretaries, questioned by a leading maga- 
zine about dictating machines, listed fidelity as 
the most important feature they looked for in 
a machine. 


These experts know fidelity makes the difference 
... to you when you're dictating or listening... 
to your secretary when she’s trying to catch 
every word you said for transcribing. Try the new 
Geloso StenOtape; you will be amazed at its 
fidelity. You'll hear yourself just as clearly as 
you spoke! 


“Ease of operation” was the second most wanted 
feature. Dictating to StenOtape is actually pleas- 
urable. An exclusive relaxed dictation system (no 
hand mike) takes down everything you say... 
even though you have papers in both hands, or 
walk about the room. Perfect for conferences, 
too. StenOtape registers up to 30 feet away, up 
to 2 hours on one reel of endlessly re-usable 
standard magnetic tape. 


StenOtape is compact, ready for instant travel 
anywhere in its convenient attache case. Weighs 
only 642 Ibs. Accurate, jamproof, trouble-free. 
Best of all, after fidelity and easy operation, is 
its versatility. StenOtape has dozens of uses: in 
the office, at home, on the road — for dictation, 


~ DICTATING-TRANSCRIBING MACHINE 
only $179.95 Incl. Fed. Tax 
FULL YEAR GUARANTEE 


conferences, sales reports, interviews, pnone 
talks, and more. So versatile, in fact, it’s fun 
to take home; it tapes and plays music, too! 


Yes, StenOtape fills the bill on all counts for 
secretaries who want the best, and businessmen 
who want more machine for less money. 
StenOtape, at only $179.95, tax included, saves 
you money when you buy it, both time and money 
as you use it. 


FREE! FACTS BOOK 


For complete information about all dictating 
equipment, read “The Facts About Dictating 
Machines.” This 16-page illustrated book — 
for the first time anywhere —tells all the im- 
portant features you should look for. Plus 50 
new ways to save time and money in any busi- 
ness. Send for your free copy today. Without 
obligation, of course. 


SSHSHSSSSSSHSSSSSSSSSSSSSSSSHSSSSSSSSSSLSHSESESEESESESES 


American Geloso Electronics, Inc., Dept. 43 


Company 
Address 


251 Park Avenue South, New York 10, N. Y. AL 4-2282 


Please RUSH, without obligation, new free 16-page 
illustrated book “The Facts About Dictating Machines’’ 


GELOSO STENOTAPE 
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of fraud, and keep it covered up, if 
instructed to do so. Proper controls are 
often omitted in machine presentations. 
Any assumptions in this area should be 
avoided, as weak control planning will 
not meet generally accepted auditing 
standards. 

Internal auditing is definitely con- 
cerned with day-to-day controls that 
will protect the company against manip- 
ulation, errors, waste and other losses. 
It is also concerned with the reliability 
of the information that is furnished 
management, and other important com- 
pany operations. The company’s in- 
ternal control specialists should partici- 
pate in many phases of EDP planning 
and programing. Some of the things 
the internal auditor is concerned about 
are: 

e Definite segregation of duties of such 


~ REDUCE YOUR CLERICAL COSTS 


groups as accounting, programing, and 
machine processing. 

e Control bureaus to handle and con- 
trol original input: data. 

@ Program checks and controls to pre- 
vent loss of recorded data stored in the 
memory device; record counts; hash 
totals; prelisting and batch control 
totals; other input and output controls; 
limit checks; built-in controls; and use 
of check points. 

@ Machine room discipline and opera- 
tor control. 


There are definite indications that 


the internal auditor will be the one 
person in the organization to whom the 
responsibility will fall to conduct time- 
ly, periodical appraisals of the EDP 
system. Without attempting to set out 
the details of an audit program, the 


(Continued on page 273) 


~ SPEED UP YOUR OUTGOING CORRESPONDENCE 


~ RESULT IN FASTER REPLIES 


or your money back! 


Each LETTER-GRAM set consists of: 

1. A 3-part Letter-Gram snop-out form 
2. A special window outgoing envelope 
3. A special window reply envelope 


LETTER-GRAM is a cross between the letter and 
the telegrom. If combines the best feotures of 
both; but when foto! costs ore considered, costs 
less than either. 
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New (-ttation Collaten / 


So Automatic and Accurate you can start it and walk away! 


Freedom from machine tending is only the beginning! 
The new Gathermatic by Thomas Collators brings to 
collating the speed and accuracy of larger, more expen- 
sive equipment...at a cost unbelievably low. Return 
the attached post card today for complete facts on the 
performance and price advantages for you! 


@ Automatically collates, counts, criss-crosses or 
staples 6,000 sheets per hour 


@ Automatic miss and double sheet detectors stop 
machine instantly, prevent errors 


@ Stations can be skipped at the flick of a lever without 
hindering the full production rate 


@ Loads in a minute...each station takes approximately 
% ream of 3” x 5” to 11” x 14” sheets in various 
weights and finishes 


@ Gives over-all speed, ease and accuracy features for- 
merly available only in large-scale collators 


© Offers more features at a lower price than any other 
collator of its kind 


For complete information on the many ways you can 
speed up your collating operation and substantially 
reduce costs with the new Gathermatic Collator, simply 
return the attached post card. 


Thomas Collators Inc. 


World’s Leading Manufacturer ef Collating Equipment 


a 100 Church St., New York 7, N.Y. 


For More Information Circie No. 326 
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Watch the Developments in 
Automatic Data Processing 


CHARLIE ANDREW 


President, Insurance Accounting & Statistical Assn. 
Jefferson Standard Life Insurance Co., Greensboro, N.C. 


T A RECENT annual conference 
A of the Insurance Accounting & 
Statistical Assn., I heard the following 
question: “Are you paying for your 
electronic data processing system?” The 
answer from one fellow was: “Yes, we 
send a check each month for the rent.” 
I am sure that some companies are 
doing just that, but there are many 
companies that are really saving on 
their EDP operations. Savings are pos- 
sible in several areas other than costs. 
Reports that used to be virtually im- 


possible to obtain are now prepared 
with ease. Every company must decide 
for itself whether or not an EDP system 
is the proper thing for its use. 


There are. several factors to be 
weighed in making this determination. 
Among them are the costs to rent or 
purchase equipment, dependability of 
the manufacturer, flexibility of the 
equipment, type of service rendered by 
the manufacturer, ease of installation, 
how well the equipment ties in with 
present punched card equipment, and 
ease of programing. Some of these fac- 
tors change almost monthly. Either the 
machines will process faster for the 
same rent, or a new machine will do 
more .for less rent. We must all watch 
these developments with great interest. 
New machines are being announced 
every month. One of these new ma- 


chines may be just what your company 
needs. 

One of the best features of the new 
solid state and transistorized computers 
is that they require much less space and 
air-conditioning. Quite a lot can be 
saved in preparing a room for this 
equipment over the vacuum tube ma- 
chines. 

Speed has become greater and great- 
er. Many tape drives can read and 
write tapes at fantastic speeds today. 
These speeds will surely be increased 
in the future. Processing speeds also 
have been increased to unbelievable 
rates and these certainly will become 
faster as time goes by. Practically every 
equipment manufacturer has been hard 
at work developing better and faster 
methods of programing. Certainly 
there will be more and more done in 
this area. 

Training personnel in systems, pro- 
graming and operating EDP equipment 
has always been a big problem. The 
manufacturers have schools to help this 
training and they are excellent, but we 
must have means»for learning more 
from each other. Visiting other com- 
panies is one way. Corresponding with 
people from other companies is an- 
other. How do you meet these people? 
By belonging to a trade or industry 


(Continued on page 272) 
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FACIT, INC. 404 Fourth Ave., N.Y.C. 16 « 235 Montgomery St., San Francisco 4 


SOLD AND Ny IN 102 COUNTRIES 
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Automation Should Be 
Your Whole Philosophy 


MALCOLM H. GIBSON 
President, NABAC, The Assn. for Bank Audit, Control & 


Operation. 


Vice President & Cashier, Citizens Bank of Sheboygan, Wis. 


S THE NATION'S traditionally 

conservative banking industry en- 
ters an automated “revolution” of its 
own, a secondary revolution is going to 
have to take place if the primary one 
is to be successful. I am referring to the 
need for a change, or reorientation of 
thinking, on the part of banking man- 
agement. 

Today—and this is true not only in 
banking—too many executives fail to 
recognize that automation is one critical 
area where management must really 
manage. To become intimidated by the 
complexities of computers and other 
automatic data processing devices is to 
lose sight of the fact that man designed 
these fantastically speedy and sensitive 
“brains,” and it is man who feeds into 
them the only real knowledge they can 
have. 

What is the logical future of automa- 
tion in banks? Will it save us money? 
Will it allow us to serve our customers 
better? Will we be in a better position 
to forecast our future in a volatile econ- 
omy, faster and with greater accuracy? 
The answer to all these questions, I 
believe, is “Yes, in the long run.” 

As for the money-saving angle, it is 
highly unlikely that installation of a 
fully automated system of recording 
checkwriting transactions, savings ac- 
count entries, trust account changes, or 
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even payroll writing, will automatically 
guarantee an immediate increase in 
profits. Systems that will handle all these 
functions are very expensive. At present, 
they lend themselves best to businesses 
with sufficient volume to justify their 
purchase price or monthly rental. 

The real and total value of full auto- 
mation consists, I believe, in providing 
“yes” answers to my other hypothetical 
questions. We will be able to serve our 
customers better and faster. American 
banks today are processing an estimated 
11 billion checks per year. By 1970, vol- 
ume is expected to be at least 20 billion 
checks per year. Without some form of 
automation to process this fantastic 
amount of paper, banks would face a 
problem similar to the one a Bell Tele- 
phone Co. spokesman described when 
he said that if the percentage of auto- 
mated dialing in use now was the same 
as in 1925, well in excess of a half- 
million operators would be needed, “a 
number unobtainable in our present 
social structure.” This should answer 
the fears of those concerned with the 
bugaboo of technological unemployment 
that always arises when new concepts 
come into being. 

Without some form of automation, 
banks simply will not be able to handle 
the check volume produced by the 
American public. It is obvious, I think, 
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ACCO BINDS PAPERS IN SECONDS 


ee eee 


ACCOGRIP® holds together business or personal papers, work sheets, photos, artwork. No marring. You insert or remove sheets instantly. 


ONE FINGER DOES IT! 


e press to. open e press to close 


SURE GRIP. Test it yourself! Accogrip has HOW MANY USES have you for Accogrip? NEW! Revolutionary mechanism. Closed- 
4%” capacity —yet holds even one sheet Ideal for reports, letters, records, blue- back design. Genuine pressboard cover— 
securely. Contents stay put until you prints, catalogs, photos, sheet music. firm, flexible, long-lasting. Red, black 
release spring-action grip Keeps material on hand, intact, in order. grey, green or blue. Letter or legal size: 


50 YEARS of leadership in binder design and filing systems @ 
y _ precede Accogrip. Now at office outfitters everywhere. Or write: ACC a f id 
ACCO PRODUCTS, Division of Natser Corporation; Ogdensburg, N. Y. 


in Canada: Acco Canadian Co., Ltd., Toronto. ACCO PUNCHLESS BINDER 


For More Information Circle No. 243 





that the tremendous speeds of compu- 
ters and data processors will provide 
bank managements with almost instane- 
ous figures to help them determine 
economic trends. This, in turn, will put 
banks in the enviable position of being 
able to forecast money market trends 
for greater profit to themselves, their 
stockholders and the customers for 
whom they make investments. 

Arrival at this goal, however, is not 
to come simply through buying an 
electronic “brain” and installing it at 
the elbow of a bank president. The goal 
can be reached only by traveling the 
roadway of feasibility studies. We in 
NABAC, who are also members of the 
NABAC Research Institute, believe we 
are providing useful guideposts to help 
steer bankers along this road. 

Too many businesses have jumped 
into the turbulent waters of automated 
equipment without first learning to swim 
in the creeks of feasibility. As a result, 
of the more than 2200 automatic data 
processing systems in operation in this 
country—small, medium and large— 
nearly 46% of the users have reported 
that results fall short of their expecta- 
tions. 

It is the objective of all the NABAC 
Research Institute studies to provide 
American bankers with the basic build- 
ing blocks upon which future installa- 
tions of automated equipment will rest 
soundly and profitably. We have pub- 
lished studies on such systems as the 
dual - posting, fully - deferred demand 
deposit accounting and single posting 
including the various electronic ma- 
chines now in use in bank bookkeeping 


departments. These studies are complete 
with standards for work performance 
measurement, in some banks it being 
more profitable to change  systefis, 
rather than arbitrarily purchase auto- 
mated equipment. 

Currently research is under way on 
the proof and transit operation. Control- 
led tests will be made on check sorting 
which is probably banking’s most ex- 
pensive, single check-handling job. A 
complete equipment analysis, unbiased 
and free from manufacturer’s proprie- 
tary interests, is also scheduled for pub- 
lication this year thanks to the coopera- 
tion of the makers of bank equipment. 

In addition to NABAC’s primary in- 
terests in audit and control, much in- 
terest in automation is manifested in our 
association’s four regional and one na- 
tional convention each year. Various 
banking organizations are currently at 
work on building the best in automation 
for banks. All of us who are concerned 
with this problem, by continuing to 
work together, will make a lasting con- 
tribution to the effective use of auto- 
mation in banking and in business gen- 
erally. 

Automation can lead to a shortening 
of the work week, a lessening of the 
pressures under which we work, and 
possibly the end of monotonous and 
tedious work for many of our people. It 
will not be done easily. It will not be 
done on a piecemeal, or single job 
basis if it is done well. Automation will 
become a well-rounded servant of the 
banking industry when it becomes an 
integrated part of the whole philosophy 
of banking. 
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MARK 


cComtounramatic 
Photocopier 


Cleanest, fastest, best-performing machine ever! THE SECRET'S IN THE 
Push a button on the Mark II, slip the sheet 
through, and in seconds you have a perfect copy SEAL-PAK 
—every time! Make extra copies for everyone... Disposable 
they’re practically free! Copies any mark on sealed 
paper. Built-in paper container makes copying plastic 
even faster. And you get photographic quality pa ed 
with no chemicals to mix! never 
Don’t decide on any photocopier until you’ve touch 
tried the new CONTOURAMATIC MARK II i. 
FREE BOOK—“115 Ways A Photocopy Machine Can 
Save You Money.’ Here’s proof no office should be 


without a photocopier! So valuable—and it’s free! 
Write for your copy today! 


*In gray . . . $218.90 in red. 
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(per taetcsecengeienenes 
F. G. LUDWIG, INC. 
PHOTOCOPY EQUIPMENT MANUFACTURERS Setasiiy ddliees can aes roa) 
530 COULTER PLACE, OLD SAYBROOK, CONNECTICUT 
For More Information Circle No. 251 
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Burroughs Electronic 
Accounting machines 











speed ledger postings 66°3% for J.C.PENNEY 


“‘Always First Quality” is the standard 
of excellence that the J. C. Penney 
Company applies to its broad lines of 
merchandise and to the equipment 
that controls its internal operations. 


Case in point: the five Burroughs 
Electronic Accounting Machines that 
this billion-dollar-a-year firm uses for 
posting the income and expense ledger 
cards for each of the 420 stores in its 
Eastern Region and for daily posting 
of accounts payable ledgers for J. C. 
Penney’s 10,000 vendors. 


Penney’s says, ““The great speed and 
automation of these very advanced 


machines enable our operators to post 
over 1,000 entries a day as compared 
with 600 on conventional equipment — 
a gain of over 6673%.” 


What about your accounting or data 
processing problem? Is it a big, un- 
commonly complicated one? Or a small, 
relatively simple one? There’s an ad- 
vanced Burroughs answer—from elec- 
tromechanical and electronic account- 
ing machines all the way to giant- 
capacity electronic computer systems. 


Call our nearby branch or write 

Burroughs Corporation, Burroughs 

Division, Detroit 32, Michigan. 
Burroughs—TM 


Burroughs Corporation 


“NEW DIMENSIONS | in electronics and data processing systems” 
For More Information Circle No. 263 





Finance Officers Should 
Direct ADP Installations 


EUGENE A. MINTKESKI 
President, Municipal Finance Officers Assn. 


Deputy Director of Finance & Treasurer, 
Port of New York Authority, New York. 


HE FINANCE OFFICER'S stake 
in automatic data processing is ever- 
increasing in scope. One need only refer 
to recent surveys in the field of ADP 
which show that most of the computer 
systems are under the jurisdiction of a 
director of finance, controller or treas- 
urer. This follows a pattern of long 
standing whereby the systems and 
methods activity and the punched card 
installation, with few exceptions, were 
part of the finance department. Most 
systems and data processing work is 
concentrated in the clerical and account- 
ing end of the business. To the extent 
that computer systems used primarily 
for commercial data processing are ex- 
tensions of manual and mechanical 
means, there seems to be ample justi- 
fication for their location in the finance 
department. This may not apply when 
computers are used almost exclusively 
for engineering and scientific data. 
Webster’s dictionary in defining fi- 
nance says that it is the science and 
practice of raising and expending public 
revenue and the management of mone- 
tary affairs. The dictionary refers to an 
officer as one who directs, conducts and 
manages. We know that the responsi- 
bility of the financial officer goes far 
beyond the normal “chancellor of the 
exchequer” activity. There are far- 
reaching implications with which he 
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should be vitally concerned in carrying 
out his responsibility for ADP. Over 
and above the monetary or economic 
effect of ADP there is its effect on 
people, on things and on organization. 
This does not mean that the finance 
officer becomes vice president in charge 
of personnel, material and organization. 
However since the full impact is felt in 
all above areas, each must have its full 
share of attention. 

Practically speaking, management is 
interested in two things at the outset: 

1. To determine whether the organi- 
zation can make effective use of an 
electronic computer system or if it al- 
ready has one, should a larger system 
be contemplated. This is normally ac- 
complished by a preliminary investi- 
gation by an executive committee. 

2. If a computer system is warranted 
or a change contemplated, to make sure 
that the organization selects the system 
best suited to its requirements. This is 
normally accomplished by an electronics 
working committee. 

Obviously, the finance officer, or a 
high level representative from his de- 
partment, would play an important part 
in any investigation and study. If, as 
in most cases, the computer system is 
the responsibility of the finance depart- 
ment, the finance officer should be 
vitally concerned with the type and 
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scope of the feasibility study. Does the 
organization have a_bread-and-butter 
application with other good jobs to 
follow as soon as it can staff them? If 
so, this is one way of advancing the date 
that the organization begins to get 
clerical cost savings and better manage- 
ment information. This approach, if 
properly planned, is more practical than 
a detailed feasibility study painstakingly 
prepared which will, of necessity, in- 
clude many advance judgment factors 
and assumptions. I am not endorsing 
“flying by the seat of your pants” tech- 
niques in lieu of organized investigation. 
Management needs and should get guid- 
ance from organized investigation and 
the finance officer has a tremendous 
responsibility to discharge. 

Now that the industry has progressed 
to the point of making a variety of 
proven electronic data processing equip- 


ment, there is little question but that 
the economical aspect is a significant 
factor. However, the finance officer who 
controls the purse strings should look 
beyond the dollar savings to the in- 
tangibles that defy pricing. There may 
be competitive reasons for having more 


comprehensive, timelier data. Often 
overlooked is the ability of the computer 
system to absorb tremendous volume 
increases and completely new applica- 
tions with little or no increase in person- 
nel. It is possible that justification for a 
new installation or a change to a larger 
system is not tied into any tangible 
dollar savings. In a given organization, 
ADP might be the only means of coping 
with a shortage of certain types of cleri- 
cal help. 

Does automatic data processing mean 
the end of people in the office? Histori- 
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cally, the introduction of machines into 
industrial and office operations has in- 
creased employment and raised the stan- 
dard of living. ADP has and will replace 
some people but there is no doubt of 
increased productivity and total employ- 
ment. More people will be working at 
jobs involving the use of intelligence and 
judgment. Elimination of the drudgery 
of day-in, day-out manipulation of a 
mass of figures frees people for analysis 
and more advanced work to better serve 
the needs of management. Feeding a 
computer system for maximum utiliza- 
tion requires a better job of planning 
and the preparation of accurate input. 
The finance officer knows far in advance 
the areas and perhaps the specific indi- 
viduals to be affected. He should plan 
in conjunction with the personnel officer 
for the orderly reassignment of people. 
An inventory of the skills represented in 
the group to be displaced assures re- 
assignments that are best for employee 
and company. 

Adequate staffing for ADP is a 
subject that could be discussed at great 
length. In one sentence let me say that 
experience has shown that training 
people from within the organization is 
by far the most effective way to staff. 

The effect of ADP on material takes 
us to at least two important areas. One 
is what “things” the installation of a 
computer system may add or release. 
The other relates to the planning or ma- 
terial requirements and the control of 
material on hand. Automatic equipment, 
which operates at high speeds, demands 
for efficient and economical operation 
a steady flow of accurate input. The 
finance officer must exercise control 


(Continued on page 298) 
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THE NEOTRON PAPER TAPE INTERPRETER 


This device attaches to any paper tape punching mechanism to allow 
immediate, simultaneous interpreting of punched characters in the 
same tape. In one operation, paper tape is now prepared not only 
for machine usage, but also for rapid visual scanning. Thus, 

without additional steps or programming, a permanent record 

is created on the tape of the same information contained 

therein. The interpretation is accurate and exact, providing 
immediate verification and identification. Your paper 

tapes double in value by becoming source documents which 

are easily selected and read prior to machine handling. 


Any and All Punched Characters Interpreted 


Information Simultaneously Printed and Punched 


- 
5 
— 
A 
re Lasting Tape Identification Provided 
5 
A 
o” 


Easily Installed in Every Paper Tape System 
© Completely Compatible with Existing Equipment 
@ Entirely Automatic, Accurate, Dependable 


@) = Once attached to your paper 

4 tape system, the INTERPRET- 
ER provides a life-time of 
character printing service 
and a solution to paper tape 
printing. The INTERPRETER 
has a place in your data 
system. 
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< 
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LETTER OR NUMERAL APPEARS HERE IN MARGIN 


He 


PUNCH — AND THE CORRESPONDING 


_ 


it) RAUB ELECTRONICS RESEARCH CORP. 


1029 Vermont Avenue, N.W. ° Washington 5, D. C. 
For More Information Circle No. 331 
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Accountants’ Education 
Is a Continuing Process 


LESLIE I. ASHER 


President, National Assn. of Accountants. 
Manager—Finance, Small Aircraft Engine Dept., 
General Electric Co., Lynn, Mass. 


HE ACCOUNTANT in industry to- 

day is a complex individual. His 
function as a recorder of figures has for 
many years been only a minor part of 
his responsibility. Machines have taken 
over much of the recording work and 
accomplish it effectively with greater 
speed. The figures, of course, are still 
important. It is the modern accountant’s 
function to analyze and interpret those 
figures, so that management has the 
basic facts for making operating deci- 
sions quickly and efiectively. He must 


suggest alternative courses of action 
and their prospective results so that 
management can make the best possible 
decision. 

Are there any limits to the account- 


ants needed knowledge? When one 
considers the challenges facing him and 
the areas his abilities are expected to 
encompass, it would appear hazardous 
to attempt to define any boundaries. The 
accountant, for example, should know 
the intricacies of depreciation, cost esti- 
mates, cost control, cost reduction, bud- 
gets, standards, direct costing and fore- 
casting. He should be familiar with a 
variety of systems and procedures and 
the complexities of electronic data proc- 
essing. He must be equipped to handle 
the accounting problems inherent in in- 
centive systems, automation, labor re- 
lations and training. He should be aware 
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of developments in such things as oper- 
ations research, marketing, inventory 
control and production planning. The 
catalog of demands on the accountant’s 
abilities could continue almost indefi- 
nitely. 

The modern accountant must be even 
more than all of these things would in- 
dicate. He must possess the capacity, 
perhaps more than almost any other 
individual on the management team, to 
step back and bring into proper perspec- 
tive the many confusions resulting from 
communication problems, divergent pro- 
grams and approaches, and the vast as- 
semblage of facts, figures and reports 
flowing from the various individuals 
concerned with the company’s manage- 
ment. He must bring order out of com- 
plexity, simplify and clarify his state- 
ments so that they are readily under- 
stood and their significance apparent. 

. The accountant is no longer a man 
conversant only with figures, skilled in 
corralling the errant penny and making 
trial balances come out even. His knowl- 
edge is broad, he is an analyst and in- 
terpreter of facts, of vital help in ad- 
vising on policy and administrative mat- 
ters. How can such a man be trained? 
Accounting theory alone cannot equip 
him for the challenges he will face. 
Educators, employers and accountants 


(Continued on page 270) 
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IS PANELLOGIC...an all-new approach 


to Control Panel Wiring 


This GC PanelLOGIC kit has been scientifically developed to 
facilitate your work and lower costs in wiring control panels 
It will produce neater panels that are more compact and easier 
to handle and store. Terminals will be securely affixed, yet 
readily removable. Circuits will be extremely simple to check 
and trace 


You know from experience how tangled and bulky a control 
panel can be when wired by old fashioned methods. 


By contrast, PanelLOGIC is neat with taut wires that you 
custom cut to exact lengths. Each card field or machine 
function can be color coded for easy visual tracing. Wired 
panels are-more compact permitting each rack in the storage 
cabinet to be used, and eliminating accidental wire removal. 
2, 3, 4 or 5 way color-coded split wires can be made in any 
length. Circuitry checks through terminal posts can be made 
without removing wires from panel or panel from machines. 


Manufactured by CLARKSON PRESS INC. 


A SUBSIDIARY OF 


GRAPHIC CONTROLS CORPORATION 
BUFFALO 10, N.Y. 


You'll find that wiring with PanelLOGIC is quick and easy. 
Once you put PanelLOGIC in regular use, we know you'll 
agree with other users that you'd never go back to the oid 
way of wiring control panels 

SEND FOR FREE srocuurer 
A new full color brochure describing Panel- 
LOGIC tools and materials and showing in 
detail how to wire PanelLOGICLY is yours 
for the asking. For your FREE copy, send 
the coupon below today! 


eens ae 


= 


CLARKSON PRESS INC. 
194 Van Rensselaer St., Buffalo 10, New York 


Please rush my free copy of the GC PanelLOGIC 
brochure titled: “Introducing an all-new approach 
to Control Panel Wiring”. 


NAME_____ 
Company Name 


STREET 


For More Information Circle No. 244 
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SCALCULAGRAPH? 


Here’s how Calculagraph, and only Calculagraph, does it! 


Automatic 
foolproof 


elapsed time The Calculagraph computer completely elimi- 


nates time-consuming, error-producing manual 
computations to obtain elapsed time for labor 
r e C O r d S costs. The exclusive Calculagraph principle auto- 
matically computes the “difference” in starting 
and finishing times and prints the elapsed time 
in hours and minutes or in hours and tenths 
for any (as shown). Arrows indicate the exact elapsed - 
time. It can be “programmed”, too, to subtract 
all “idle” time such as lunch periods, etc. No ex- 
CO St system pensive changes are necessary to include Calcula- 
graph in your cost system, regardless of what it 
is. Write today for complete information and 
enclose samples of your job tickets. 


INDUSTRIAL DIVISION 


CALCULAGRAPH Company 313 Sussex Street, Harrison, N.J. 


For More Information Circle No. 223 





How Business Stays Afloat 
On Its Ocean of Paper 


D. B. PAQUIN 


President, National Machine Accountants Assn. 
Lybrand, Ross Bros. & Montgomery, Chicago. 


MERICAN BUSINESS, it has been 
Fs Siew is slowly sinking into an ocean 
of paper. We all know it will not go 
under. Business survives by adapting to 
conditions. This is a basic matter of 
balance. To maintain the competitive 
position, which means the difference 
between success and failure, business 
must maintain the proper ratio between 
the two classes of people on whom it de- 
pends: the productive and the non- 
productive. 

The non-productive class—the office 
—today finds itself in somewhat the 
same position as the productive class 
when the industrial revolution began. 
Fifty years ago, machines generated less 
than 20% of industrial power; now they 
supply nearly all of it. Fifty years ago, 
office workers made up less than 10% 
of the employed population; now they 
take home almost half the paychecks. 
Beyond this point, business must not go. 
Yet it pulls closer. There are twice as 
many office workers today as in 1940; 
100,000 more than a year ago. 

Office machines are the only answer, 
and this explains their sweeping advance 
through all areas of business. Yet the 
march has only started. Just how much 
mental work is now being done by ma- 
chines is not known, but it probably is 
less than 20%. C. Wright Mills, in his 
book, White Collar, says: “We are still 
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only in the beginning of the office ma- 
chine age. Only when the machinery and 
the social organization of the office are 
fully integrated in terms of maximum 
efficiency per dollar spent will that age 
be full blown. Today, the machine in- 
vestment per industrial worker varies 
from $19,375 in the chemical industry 
to $2659 in textiles; the average per 
office worker is not more than $1000.” 

Another fact we cannot ignore, but 
about which we can do little, is the 
relative inefficiency of a worker’s mental 
effort. In addition to the energy which 
he devotes to his work, he finds two 
other inescapable demands. First, con- 
siderable time is spent in the awareness 
of his environment; he is continuously 
making cursory surveys of what is going 
on around him. Second, he must deter- 
mine how to cope with this situation; he 
spends further time in seeking his opti- 
mum position relative to his fellow 
workers. Some refer to this as establish- 
ing the “pecking order,” but it is basic- 
ally a reaction to his need for security 
and satisfaction. 

So, the office faces a constant increase 
in the amount of paperwork to be done, 
the acquiring and training of additional 
personnel to do it, and the relative in- 
efficiency of their mental effort. Business 
is meeting these conditions with auto- 
mation. This consists primarily of ob- 
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serving how people work and then de- 
signing machines to duplicate or simu- 
late this work. So far, more and better 
results have been achieved in produc- 
tion; however, office equipment, with 
the advent of the computer, is now en- 
joying a concerted effort for faster prog- 
ress. 

And with the development of office 
automation has come a new profession: 
automatic data processing. Already well 
established, its area is the exploration 
and exploitation of the new machines 
being designed, with an interest in every- 
thing related to data from its orgin to its 
use. 

Primarily data processing is unique in 
that it does not pursue so much an an- 
swer as how best to get that answer to 
reflect as accurately as possible the facts 
and situations as they exist. For exam- 
ple, the data processor is not concerned 
with whether a profit is large or small, 
but rather with whether the system he 
designed to show the profit reveals a 
true picture. 

The secondary interest of data proc- 
essing is the maximization or minimiza- 
tion of all aspects of company operation. 
To accomplish this, the data processor 
makes use of tools other than the ma- 
chines in the office. A technique just 
beginning to be explored is the use of 
mathematics; he is learning to apply 
mathematical principles to accounting, 
financing, production, marketing, inven- 
tory control, scheduling, queueing, labor 
statistics, research and development, and 
pure research. We believe the success of 
these newer methods for solving the 
problems that face us is going to be 
proportionate to the extent to which 
they are used. 
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One of the most interesting things 
occurring with the increased use of office 
machines is the growth of the planner. 
This person will join that rapidly grow- 
ing body of people who do not belong to 
management, or to labor. He might be 
called the professional employee. His 
characteristics will be detachment of 
his work from the emotional aspects of 
the company; lack of sentimentality for 
established procedures; working stand- 
ards and ethics which are determined 
outside the company, and the inability to 
let sleeping dogs lie. The freer hand he 
is given, the larger will be his contribu- 
tion to his company. 

At present, the demand for such plan- 
ners—or data processors, systems per- 
sons, or programers—is greater than the 
supply. This is evident from the many 
makeshift measures being employed: 
ten-day-wonder courses, orientation 
courses, overview courses, familiariza- 
tion courses. These efforts by companies 
and manufacturers abound, but all lack 
thoroughness and objectivity and do not 
provide the skilled and useful person 
who is so necessary. 

Since data processing is a relatively 
new field, courses at universities are 
usually offered only to graduate stu- 
dents. The use of equipment, if avail- 
able, is largely limited to research. Be- 
cause of the lack of skill and experience 
of university instructors so far as appli- 
cations in business are concerned, stu- 
dents too often leave to join a company 
and start their education all over again. 

The National Machine Accountants 
Assn. is fully aware of these problems, 
and has undertaken a long-range pro- 
gram to help solve them. Its objectives 
are education of members and encour- 
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What Keeps Him Afloat? 


agement of more and better data proc- 
essing courses in educational institutions. 

Of primary concern is the lack of 
acceptable standards in many areas of 
the field. Because NMAA deals with 
people involved in all phases of data 
processing throughout the United States 
and Canada, some criteria are necessary 
for the evaluation of courses, course 
content, experience and practical train- 
ing. Groundwork is being laid for the 
establishment of a Data Processing 
Certificate to serve as a guide for em- 
ployers who will know the holder has 
acquired a certain minimum education, 
training and experience. In addition, the 
certificate will be a basis for standardiz- 
ing courses and course content by edu- 
cators and instructors. 

A logical extension of this certifica- 
tion program is the offering by univer- 
sities of degrees in data processing: 
While many now make available data 
processing courses, few, if any, award 
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degrees. There is no question of the 
need for such degrees; the chief ques- 
tion is what the degrees should mean. 

It is in this area that NMAA is spend- 
ing much thought and time. Realizing 
that we cannot and should not dictate to 
universities what should be taught, we 
are Offering assistance in establishing 
courses which meet the needs of busi- 
ness, based on our close contact with 
our working members and employers 
in the field. 

Other areas of standardization with 
which NMAA is intimately concerned 
are computer languages, input and out- 
put media and systems, flowcharting 
symbols and terminology. While sheer 
necessity will dictate such standards in 
time, we hope to hasten the process 
before the need becomes critical. We 
prefer the calm thinking of business 
while it is still afloat on its ocean of 
paper to the desperate grasping that will 
accompany its panic once it goes under. 
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The New Leadership Which 
Automation Will Require 


W. R. HART 


President, Office Appliance & Business Equipment Trades Assn. 


of Great Britain. 


Director, National Cash Register Co. Ltd., London, England. 


170,000,000 POPULATION 
A spread over an area of more than 
3,600,000 square miles, makes it no 
surprise that the industrial and com- 
mercial pattern of the U.S.A. should 
differ widely from that of the United 
Kingdom where a mere third of that 
number are packed into a fraction of 
the space. 

The structure of industry in Britain 
is such that only about 5% of our 
undertakings employ 3000 or more, 
and only 15% have 500 or more on 
their payroll. In other words, three- 
quarters of the industry of Britain em- 
ploys around 100 or fewer personnel. 
This being the case, manufacturers of 
automatic data processing equipment 
naturally face totally different prob- 
lems in the two countries. The trend 
here is toward developing relatively 
small installations based on computers 
costing from £15,000 to £30,000, 
which can prove themselves economical 
to concerns which in the U.S.A. would 
be classified among the smaller under- 
takings. The demand for multiple media 
systems, as opposed to the fully inte- 
grated data processing method operat- 
ing from only one original and with- 
out further manual or mechanical 
transcriptions of any kind, must neces- 
sarily represent a large if not major 
proportion of the computer manufac- 
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turer's potential market for the time 
being. 

There are, after all, at least two ways 
by which a potential client may ap- 
proach his problem of whether or not 
to install ADP equipment. The first is 
governed by the size of the economies 
he can anticipate and the other by the 
rate at which he can expect to intro- 
duce those economies and the proximity 
of the date when he may expect to 
pay off on his investment. When the 
undertaking is a small one, it is not 
surprising if the latter approach has to 
be used. At least its the one which 
looms in his mind as of primary im- 
portance. Bear in mind that generally 
the smaller the concern using the equip- 
ment, the more restricted will be the 
purposes to which it can be put. 

To the argument of partial integra- 
tion only there is, of course, one very 
good answer. The proportion of data 
to the arithmetic process which it will 
undergo is usually a great deal higher 
in clerical work than it is in industrial 
or scientific. Consequently both more 
input and more output equipment is 
needed to effect the desired economies. 
But remember we are only on the 
threshold of finding the full usage to 
which electronic equipment can be put 
commercially. Therefore any buyer is 
naturally chary of accepting the re- 
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Call, wire or mail coupon to nearest 
Photorapid Division Office today! 


DEALER INQUIRIES INVITED 
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The Money Machine”... 
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...in which it expands a rental business for a car dealer 


“Our Monroe Accounting Machine saved us $6,724  ‘*That’s what you'll call your Monroe 
its first year,” says Stanley Meisel, president of Accounting Machine. It saves money 
Meiselgate, Cleveland auto agency. “We used the - lowering costs; makes money by 
as : : reeing capital to grow on. 

money to enlarge our subsidiary, Carnegie Auto Rental FREE CASE HISTORIES 

Co. Our Monroe also took over Carnegie’s extra book- | garn how Monroe Machine Account- 
keeping without extra clerical help, saving us even __ ing finds more money to grow on for 
more.” Meiselgate earned a 500° profiton the $1,195 companies like yours. 

they paid for their Monroe through lower accounting Write: Accounting Machine, Dept. 12, 
costs. Why not look into Monroe Machine Monroe Calculating Machine Co., 


Accounting? As little as $750 buys it. a 2 Oronge, New Jersey. 
See the MAN from MONR E 


{/ for CALCULATING 
a3} ADDING + ACCOUNTING 
A DIVISION OF LITTON INDUSTRIES DATA PROCESSING MACHINES 


Monroe Calculating Machine Company, Inc., Sales and service in principal cities everywhere. General offices, Orange, N. J. 


For More Information Circle No. 234 
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sponsibility of overhauling his whole 
current system to adopt a new one 
when only part of the advantages can 
be an open book to him when he makes 
his decision. 

In Britain today, I think it is fair to 
say, we are compiling practical data of 
this nature very rapidly. The other day 
one of our members told me about one 
of their machines in a small factory 
engaged on batch work production, 
which employed fewer than 500 people. 
Within 12 months the local manager 
was so impressed with the increased 
productivity and improved morale, quite 
apart from the lightening of the admin- 
istrative work and backlog of work in 
progress, that he recommended a simi- 
lar system elsewhere within the organ- 
ization. 

But in addition to those organiza- 
tions whose extensive requirements may 
merit the installation of data processing 
facilities, in a country like Britain, there 
will always be many others whose needs 
will be better met by computer service 
on a regular, part-time or ad hoc basis. 
We have set up a number of these cen- 
ters and a wide variety of courses to 
enable managerial and executive staff 
to visualize how such centers can be 
used to their companies’ advantage. 

Where the centers are used for prac- 
tical office work and not educational 
purposes, many clients are often not in 
a position to supply their data in a form 
acceptable by the computer. For such 
concerns we have been establishing 
data transcription services at relatively 
nominal charges. One of the advan- 


tages of the educational campaign is 
that “students” may learn how to do 
their own programing. 
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All this may seem a long preamble 
to any discussion of automatic data 
processing and the problems created by 
office automation, but some sort of pic- 
ture of the different conditions pre- 
vailing in Britain had to be presented. 
Ultimately, when automation has _ be- 
come sufficiently widespread, we shall 
have to face what at first sounds like 
a very pleasant problem: the three or 
four-day week for every office worker, 
and what to do with him in his leisure. 

When this time comes, the trainees of 
today will be not only the technicians 
and craftsmen of tomorrow, but in 
large number the executives. ADP is 
going to result in a new approach to 
the subject of management as a whole. 
Our new leaders will have to see the 
important factors in a much vaster sup- 
ply of more precise and detailed infor- 
mation than is available today. The 
results of their decisions based on this 
increased information will probably be 
felt more rapidly and will be much 
more easily measured to precisely this 
and that. The manager of the future 
who is too hidebound to adjust himself 
quickly will be in for a bad time. Al- 
though he will have much more evi- 
dence on which to base his decisions, 
he will need just as much imagination 
to appreciate the full significance of his 
problems. Industry will need to revise 
its training programs and to devise pro- 
grams for executives who at present 
would be considered as passed any train- 
ing stage. I feel that some of us in our 
thirties and forties may have to extend 
our schooling even though we may hold 
positions of responsibility. 

John Patterson, in his day, may have 
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Don't Expect Too Much 
From Computers Just Yet 


HARRY WARD 


Secretary, British Engineers Assn., London, England. 


HE UNITED KINGDOM, like the 

United States, has nine main com- 
puter manufacturers and all of them 
have their problems in making ends 
meet on electronic data processing ma- 
chines. They are developing rapidly and 
have sold computers to customers in 17 
countries: Australia, Austria, Belgium, 
Canada, Eire, France, Germany, India, 
Italy, Japan, the Netherlands, Northern 
Ireland, Norway, Sweden, Switzerland, 
Union of South Africa and the United 
States. 

The latest complete “Survey of Digi- 
tal Computers and Cauculator Users 
and Orders” by D. G. and R. Pedder 
appeared in the English journal Auto- 
mation and Automatic Equipment News 
last October. It showed that some 243 
electronic computers were delivered in 
addition to some 87 electronic calcula- 
tors, and 125 more computers were 
known to be on order. The United 
Kingdom has gone ahead far faster in 
this than the other countries of Europe. 

Until recently computer manufac- 
turers talked readily of the number of 
computers they had on order. Many of 


them have now changed their policy: 


and will give no information about 
numbers or customers for machines un- 
til they have been delivered. This may 
be due to a decreased number of ma- 
chines being ordered until companies 
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hear of the success of those already 
installed. 

It is probable that computers have 
not provided quite such a headache in 
the United Kigdom as they did for so 
many years, and indeed still do, in the 
United States. The world is realizing 
that the problems of electronic com- 
puters for office work are more difficult 
to solve than preliminary studies indi- 
cate. It may be some five or seven years 
before it becomes profitable to put 
selected office work on electronic com- 
puters. 

It is increasingly realized that extra- 
ordinary discipline is demanded from 
many levels in preparing original data, 
in programing and training manage- 
ment as a whole to provide the structure 
at all levels which will make it possible 
to use computers effectively. After eight 
years of discussion, one still cannot say 
definitely whether the company new to 
computers is wise to use a small compu- 
ter or a large one, that is, either to gain 
somewhat expensive experience on a 
small one and then proceed to a large 
computer, or go straight to the large 
computer which will give far more 
trouble but is more likely to yield a re- 
turn eventually. 

It seems barely worthwhile to deal 
with the ordinary office problems of 
invoicing and payroll on a computer, 
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although more than half the computers 
installed in the United Kingdom are 
used or tried out for this purpose. The 
more difficult problems of reducing in- 
ventory, production control, organizing 
shipping, etc., which could pay great 
dividends, will be even more difficult to 
put on these machines. Inventory con- 
trol is the main application of a third of 
the computers installed. One can see 
years of hard work ahead. 

None of the above, of course, refers 
to the use of analog computers nor the 


use of computers for mathematical 
work. Analog computers are cheaper 
and more easily put to effective use. 
Computer service centers are develop- 
ing, most of them in London. Whereas 
it was suggested a few years ago that it 
was wise to allow some 12 man-years of 
work before taking delivery of a compu- 
ter, it is now suggested that it is wiser 
to provide 20 man-years. Computers are 
being ordered. Gray matter is being 
used and overworked. Results will come 
but don’t underestimate the difficulties. 


High Speed Machines Need 


Close Tolerance Forms 


WILLIAM C. LAMPRECHTER 
President, Business Forms Institute. 
Vice President and General Manager, 
Stephen Greene Co., Philadelphia. 


ATA PROCESSING and office 
automation are presenting, as any 
progress does, a challenge to the busi- 
ness and industrial world. This applies 
particularly to the manifold forms in- 
dustry which is represented by the 
Business Forms Institute. The BFI re- 
cently conducted a two-day seminar to 
study and evaluate, among other things, 
the problems inherent in various phases 
of integrated data processing. 
Particular emphasis was placed on 
how forms manufacturers can best meet 
the demands brought about by ever- 
increasing machine speeds developed 
in electronic devices and printers, 
through which the forms must flow. 
Forms must be made to close toler- 
ances, hold accurate register and must 
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not buckle or clog under high speed 
use. 

The progress of magnetic ink char- 
acter recognition systems is command- 
ing increasing attention by the forms 
industry. Installations made in banks 
have proven their practicability and, 
while further development still goes on, 
the program under the auspices of the 
American Bankers Assn. looks toward 
a national adoption and use of mag- 
netic ink characterization by its mem- 
ber banks which, in the not too distant 
future, will be handling billions of 
checks by this method. 

Reports are current that insurance 
companies and department stores are 
interested in the use of magnetic ink 
characterization as a dual medium, be- 
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cause this “language” is readable by the 
individual as numbers and letters. 

The Business Forms Institute and the 
industry that it represents is keenly 
alert to office automation and to the 
whole data processing field. This was 
clearly evidenced by the attention de- 
voted to that subject recently at the 
institute’s seminar. Many speakers de- 
fined problems which, so far as forms 
manufacture is concerned, have an 
obvious beginning at the production 
level. While differences of opinion exist 
as to the relative merits of data process- 
ing media, it is generally agreed that it 
is imperative, in producing forms in- 
volving magnetic ink, that every detail 
of such production must be watched 
with extreme care. 

Because of the forms industry’s long 
experience in meticulously engineering, 


designing and producing forms and sys- 
tems, the institute believes that makers 
of forms are in an exceptionally strong 
position to help solve some of the prob- 
lems which arise with integrated data 
processing and perhaps avoid further 
problems by forestalling them through 
interchange of pertinent information— 
which is of equal benefit to users and 
producers. 

The last 20 years have witnessed 
many marked changes in forms to meet 
the needs of the electronic age. As 
members of the authoritative Business 
Forms Institute know, it takes years of 
painstaking research, careful applica- 
tion of proved principles and a rare 
degree of alertness, to keep up with 
those developments today which will 
have such far-reaching significance in 
the business world of tomorrow. 


Can Small Business Afford 
Machine Accounting? 


CARROLL C, BARFIELD 

President, Rotary Business Forms Section, 
Printing Industry of America. 

Harry Barfield Co., Atlanta, Ga. 


OST SMALL BUSINESSES are 

still counting on their fingers 
when we compare their present methods 
with the methods available for auto- 
mated data processing. These com- 
panies fall into two classifications: (1) 
those that believe they are too small to 
consider ADP and have elected to re- 
main with whatever type accounting 
they are now using; (2) those that, 
through ignorance, believe that ADP is 
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too complicated to learn and might in- 
terfere with their operations if it were 
attempted. We will attempt to prove 
the fallacy of both of these statements. 

What is small business? The De- 
partment of Commerce has its own 
definition, but for automated account- 
ing we will not use it. We will suggest 
our own. If your company is now 
using as few as 150 or as many as 800 
accounting manhours per week in all 
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phases of your record keeping and ac- 
counting (payroll, inventory, production 
reports and all related cost figuring) 
then you are a small business. This 
allows a wide variation in size of busi- 
ness, and it should, because the varia- 
tions in automated accounting are 
limitless. 

Why should you consider automated 
accounting? The reasons could be as 
varied as the companies asking the 
questions. However, we will list a few 
of the basic reasons: 

1. Management’s need for more time- 
ly and more accurate information. 

2. The need for more accurate in- 
formation to determine production 
efficiency by department, product or 
individual. 

3. The need for factual information 
to determine cost and profits by prod- 
uct, area, department or related units. 

4. The need for accurate information 
to pinpoint the dangerous areas of ris- 
ing costs and shrinking profits. 

There are many more reasons but 
these few should suggest areas in your 
own business where you can see the 
need for improvement. Your company 
might be like the XYZ Co., which 
manufactured widgets, gadgets and giz- 
mos. This company had always made 
a small profit but had never made the 
extra profits they thought possible from 
their particular operation. Through 
automated data processing a complete 
cost study was made on the widgets, 
gadgets and gizmos. This revealed that 
for years the XYZ Co. had made excel- 
lent profits on their widgets and gadgets 
but had consistently lost money on their 
gizmos. A meeting of top management 
with production management decided 
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that the company would no longer 
manufacture gizmos. This resulted in 
a decrease in gross sales, but a satisfy- 
ing 18% increase in net profits. If you 
are operating without accurate  in- 
formation, you might get just as star- 
tling results from such a study. 

You say, “We are interested, what 
does it cost and what do we need to 
get this program started?” Let us take 
up the matter of cost first, as the man- 
agement of most small business does 
not realize how small the rental can be 
for an initial installation of automated 
accounting equipment. Monthly rental 
will range from $270 to $700 for your 
complete initial installation. This might 
well be less than the cost of the clerical 
help which you will release for other 
duties. 

What equipment will you need? You 
will be doing punched card accounting. 
so first let us discuss the punched card. 
The standard card will accommodate 
many characters of information. This 
same card can be used to prepare many 
related reports with the punched holes 
providing its ability to perform various 
functions. A punched card can add, 
subtract, multiply, divide, select, clas- 
sify, list, reproduce, print a balance for- 
ward, post, print a total, compare its 
information with other information, 
and cause a form to be fed automati- 
cally through your tabulator. 

Your first piece of equipment will be 
a card punch, operated from a key- 
board very much like an electric type- 
writer. Alphabetic, numeric and spe- 
cial characters can be punched into the 
card. There are various types and kinds 
of key punch machines, all with the 
primary purpose of punching the neces- 
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sary base information into cards. 

You will need to sort your cards into 
groups, such as alphabetic or numeric 
sequence. You may wish to sort them 
by desired classifications or categories: 
by customer, product, salesman, terri- 
tory, price, type, old accounts, new 
accounts, or any category you desire 
for your particular accounting pur- 
poses. To do this you need a sorter. 
This will sort several hundred cards per 
minute into any classification for which 
you have coded the cards. 

Your printed information will be 
produced by an alphabetical tabulator 
or accounting machine which operate 
from punched cards and print this data 
on any kind of form fed through the 
machine. There can be complete varia- 
tion in the forms printed: checks, state- 
ments, invoices, and reports of any kind 
which your business might need. These 


machines can add and subtract, print 
totals or combinations of totals from 
individual cards or groups of cards, 
print alphabetic, numeric and special 
characters punched into the cards. 
This is your basic installation and it 
will perform all the accounting func- 


tions outlined. One other piece of 
equipment that should be considered is 
the reproducing punch which punches 
duplicates of existing cards. This ma- 
chine will reproduce automatically 
your weekly payroll timecards from a 
master card file, punch information 
common to any particular group of 
cards (pay period ending, burden rate, 
wage rate, piecework rate or hour cost) 
or will reproduce a new set of cards 
from any existing set of cards. This 
reduces considerably your card punch 
operator’s time as it will reproduce all 
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needed duplications on punched cards. 

What can you expect from your new 
initial installation? Accurate informa- 
tion, which you never before dreamed 
possible, with little or no trouble and 
with a reduction in clerical help. For 
example, from a single set of pre- 
punched new order cards you can: 

|. Write the shipping order report. 

2. Make a sales analysis by territory, 
salesman, customer or product. 

3. Write the customer’s invoice. 

4. Post to accounts receivable regis- 
ter and statements. 

5. Produce an inventory report. 

. Make a production schedule re- 
port. 

7. Make a commission statement. 

8. Make a backorder report. 

9. Make a year-to-date comparative 
analysis of sales. 

One punched card holding the facts 
concerning an employees work hours 
can provide: 

1. Payroll journals and registers. 

2. Payroll checks. 

3. Earnings statements. 

4. Employee earnings records. 

5. Federal and state tax report rec- 
ords. 

6. Direct 
report. 

7. All-inclusive hour costs informa- 
tion for individual producing units. 

Can you afford automated account- 
ing? If you are now having any pro- 
duction problems, management prob- 
lems or if your present accounting in- 
formation is coming to you too little 
and too late to help solve the problems 
of your business, then your question 
should be, “Can we afford to be with- 
out automated accounting?” 


and indirect labor cost 
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THE “ECONO-MITE” CAMERA 


Now... you can duplicate almost anything 
photographically in just two minutes with 
the new Robertson “Econo-mite” Camera, 
developed especially for the new Kodak 
Ektalith Method! 


The “Econo-mite” is beautifully styled for 
today’s modern offices. And its years ahead 
concept is more than skin deep! Advanced 
design and operating features make the 
“Econo-mite” the fastest, easiest to operate 
camera you've ever seen. For example, the 
camera’s range of 3 times enlargement 
through ¥3 reduction is quickly and accu- 
rately obtained by direct reading percentage 
focusing tapes; copy loading on the big 
18x23” copyboard is easier, and the adjust- 
able, built-in light system provides uniform 


*Ektalith is a Trademark of the Eastman Kodak Company 


copy illumination for crisp, sparkling work; 
many other features like the automatic 
re-set timer and a built-in exposure com- 
puter guide make operation a quick, pleas- 
ant job. 


See for yourself the speed, quality and ver- 
satility of the outstanding new Robertson 
“Econo-mite” Camera... learn how it helps 
you get the best results from the Ektalith 
Method. See your Robertson Dealer, or call 
or write us today for complete information. 


The “Econo-mite” is Robertson’s new com- 
panion camera to the ‘‘Meteorite” and “320” 
Lines, which are also equipped for use with 
the Ektalith Method. 


“Econo-mite” and “Meteorite” are Trademarks of Robertson Photomechanix, Inc, 


The complete line of photomechanical cameras and 
plate making equipment for graphic arts and industry 


ROBERTSON 
7440 Lawrence Ave. 


PHOTO-MECHANIX, INC. 
Chicago 31, Illinois 
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Prepare Your People Now 
For the Big Change Ahead 


President, American Society for Personnel Administration. 
Aeronca Mfg. Corp., Middletown, Ohio. 


UTOMATION WILL BRING 

change in the work skills required, 
and will affect the entire working lives 
of office employees. People resist 
change, and it will require considerable 
knowledge and planning to overcome 
this resistance. This was illustrated very 
clearly to those of us at Aeronca who 
worked with James Murphy. Without 
warning James Murphy went blind at 
age 39. 

Jim had worked at Aeronca as a 
machinist for several years. He worked 
on the second shift and his easy Irish 
personality made him very popular. He 
was a vice president of the Aeronca 
Independent Union and, in this capacity, 
he did a good job for the people he 
represented. 

He loved “going” and he loved “do- 
ing’, but his days as an independent 
individual were numbered. One morning 
he felt ill and his sight seemed to drift 
from him. He didn’t tell anyone. This 
went on for days, maybe months, but 
Jim said nothing and refused to seek 
medical advice. 

He kept hoping against hope that, if 
he ignored the pain, it would go away, 
that nothing would change. Finally the 
pressures of the pain in his eyes forced 
him to a doctor, but it was too late. He 
fought the battle for sight for nearly a 
year. Pain won and he lost his eyes. 
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Then the real battle began. In spite of 
the encouragement of his friends, Jim 
refused to adjust. After a particularly 
inspirational session with a friend, he 
would vow to start to live again without 
sight. But without proper follow- 
through, Jim would retire again to his 
room and semisolitude. He cried himself 
to sleep many nights. He prayed for his 
life to be taken from him. He wanted 
to give up. He couldn’t adjust because 
he had no desire to do so. 

Various agencies moved in but they 
too failed to reach him with any sub- 
stantial results until one morning his 
service worker called to drive him to 
Little Rock, Ark., and a special school 
where they teach sightless individuals to 
enjoy life. 

Jim resisted. He was forced to travel, 
almost taken physically. He had to be 
helped to and from the car. He had to 
be forced to meet people on the trip— 
forced to live and want to live. 

Then a miracle happened. The people 
at Little Rock were trained experts in 
communicating the desirability of ad- 
justment to the blind. They analyzed 
carefully each individual to ascertain the 
best method of approach and how to 
change his or her attitude. They knew 
their teachings would be of little signifi- 
cance unless they could change Jim’s 
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Adder or Space Machine 
But Nothing In-Between 


EDWARD M. GRAPP 


President, National Assn. of Hospital Purchasing Agents. 


Purchasing Director, 


Miners Memorial Hospital Assn., Williamson, W. Va. 


Y BOSS returned from an office 

equipment show and made a re- 
mark I liked: “They jump from an 
adding machine to a piece of equipment 
designed to get you to the moon. There 
was nothing displayed in between!” 

By industrial standards we are a 
small purchasing department of 12 
people. We do the buying for ten hos- 
pitals, two schools of nursing, a clinic, 
two outlying pharmacies, a field office 
and a headquarters office. We have the 
adding machine, and we do not yet see 
where we can use any data processing 
equipment to advantage, although we 
are interested in exploring the possible 
use of a system where an item line on 
a purchase order would be automati- 
cally typed when the typist fed the 
typewriter an edge-punched purchase 
record card. This would be particularly 
advantageous for drugs and chemicals 
(difficult spelling) and for canned fruits 
and vegetables (two, three and four 
lines of intricate typing). 

We have one item which might be 
considered “in between,” and it saves 
as much time per dollar of investment 
as would any data processing equip- 
ment. It is a hand-operated addressing 
machine for imprinting vendor’s name 
and address and “ship to” name and 
address on purchase orders, requests for 
quotation, and purchase order changes. 
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We operate a typing pool. After a 
buyer has processed a requisition, it 
goes into a basket beside the addressing 
machine. Several times a day one of 
our experienced girls sorts the contents 
of the basket and does the imprinting. 
She attaches to each requisition what 
the buyer has requested—a purchase 
order (seven-part snapout form), re- 
quest for quotation (three-part snapout 
form), or change in purchase order 
(five-part snapout form), placing each 
in its respective institution’s bin. She 
may have a half-dozen or more in the 
bin for the first hospital and these are 
then imprinted with the name and ad- 
dress of that hospital in the “ship to” 
space on the form. Imprinting several 
at a time for one institution saves time 
and always assures correct address. 

The operator then sorts by vendor 
and imprints the vendor’s name and 
address on each. Again, there will usu- 
ally be several for a few of our ven- 
dors, and imprinting them saves time 
and gives us the identical name and 
address with no errors. The typist (who 
may be from another department and 
helping us in a rush period) does not 
need a roster of names and addresses 
of vendors. She takes only forms with 
vendor and institution imprinted. 

Even though a bin contains only one 
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FREE PLANNING KIT 


Spacefinder File templates, 
scaled grid, and instructions, 
all in attractive folder, make 
filing system planning easy. 


1 SPACEFINDER 
FILING SYSTEM 


... has proven — in thousands of 
offices — that it can SAVE YOU 
50% or more in filing time, space 
and money. 


Welded cabinet, designed specifi- 
cally for maximum filing efficiency, 
is complete, ready to use — and 
can be moved with contents intact. 
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Market Street, San Francisco 3, 
California for your FREE SPACE- 
FINDER FILING SYSTEM PLAN- 
NING KIT and Catalog 9. 


Unexcelled visibility Sus % ,=4 
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Why Leave This World 
To Search for Space? 


JOSEPH F. CURTIN 


President, National Microfilm Assn. 
President, Graphic Microfilm of New England, Inc., Waltham, Mass. 


ICROFILM as a business tool was 

developed in the nineteen-thirties 
and exploited in the forties. It then 
progressed during the fifties to become 
the most accepted business copying tool 
for the sixties. During the past three 
decades, microfilm’s advantages have 
been recognized and acknowledged by 
microfilm program installations in bank- 
ing, industrial, municipal and educa- 
tional fields. However great the progress 
seems to have been in the past, it will be 
dwarfed by the giant strides of the fu- 
ture as today’s automation-minded busi- 
nessman looks to microfilm for the an- 
swer to his record keeping and retrieval 
problems. 

Every business has at least one type 
of record that is just as valuable to its 
asset position as the ownership of its 
building, machinery and cash. This 
record is the drawing to the manufac- 
turer: the formula to the chemist: the 
mortgage to the banker and some other 
particular record in each and every 
other business. If this vital record is not 
protected by records-dispersal microfilm, 
the company is missing the least expen- 
sive and most positive link in its overall 
chain of insurance. Vaults, safes and 
fire-resistant files were suitable for 
yesterday’s limited danger risks. Today’s 
potential multiple disasters make micro- 
film a must for the modern administra- 
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tor. Organizations that take a calculated 
business risk without microfilm record 
protection might just as well consider 
cancelling their business interruption, 
building and machinery insurance be- 
cause a shutdown necessitated by this 
destruction is only temporary whereas 
their loss of vital records could cause 
permanent closing. 

Today every firm, especially ever- 
expanding ones, would be wise to evalu- 
ate the aggregate space that is consumed 
by all their records. This square footage 
no doubt will be amazing, but it should 
be alarming when the annual cost is 
computed. Microfilm, with its phenom- 
enal savings in space, can stop this waste 
with a practical record retention plan. 
The operating costs of the usual records 
transfer operation have more than 
doubled the past ten years for labor, 
files. folders and handling expenses. 
Durin* the same ten years, the cost of a 
microfilm program has remained stable 
due to our industry’s progressive de- 
velopments. Cameras are less expensive, 
speedier, less film-consuming and the 
product is constantly being improved. 
Labor-saving developments added to the 
elimination of file and folder purchases 
and excessive handling, guarantee sav- 
ings in the use of microfilm. 

The two most significant develop- 
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Mark of An Efficient, Waste-Free 
Office—the COLLAMATIC 





| "165% DI 


: 


A Z 
VIDENDS 


EVERY YEAR®”’ 


New 1960 Collamatics with "APG" are lower 
priced thon ever, and more versatile than ever 


Shown is the 16-bin model «1600 


YOUR SAVINGS CHARTED IN ADVANCE 


... Few types of office equipment give the actual cash 
savings obtained with Collamatic Collators . . . savings 
that can be charted for you in advance with the 


Collamatic "Collating Survey and Analysis Form.” Ina 


typical office, a Collamatic will return 165% or more 


a year on its cost. 


1960 MODELS NOW READY . . . Leaders in 


Collamatic’s 1960 line of electrical collators include the 
compact, moderately priced “APC” models . . . now 
lower priced and more versatile than ever before, 
with larger bins, larger trays, provision for :collating 
sheets in a larger range of sizes. Up to 30-sheet sets 
collated at one time . . . with the greater speeds 


obtained with APC automatic timing. 


FREE—write for free copy of our "'Collating Survey 
and Analysis Form” and Collamatic literature. 


Corporation ° 


WAYNE, NEW JERSEY 





COLLATORS FOR EVERY SIZE 
AND TYPE OF OFFICE 


2 


DESK-TOP 
COLLAMATIC 
Electric collator 

for only 


$149.50 complete. 
¢ 


COLLATOR STAPLER-STACKER 
8 Times Faster than by hand. 


COLLAMATIC °'15" 
Inexpensive, ful- 

ly automatic... 

collates, jogs, 

counts, staples 

and stacks 

automatically. 

Developed and Engineered by 
W. E. Thomas, The Inventor of 
Modern Office Collators. 
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There’s More Than Spelling 
To Business Education 


MILTON C. OLSON 

President, United Business Education Assn. 

Director of Education (Business), 

State University College of Education at Albany, N. Y. 


HEN THE FIRST shadow of auto- 

mation touched the world of office 
work, there were dire predictions that 
machines would soon displace all the 
people. The office of the future was pic- 
tured as populated only by machines 
and an occasional mechanic with an 
oil can and a wrench. Personnel man- 
agers and business teachers, it was sug- 
gested, would both become obsolete. 

As automation becomes more and 
more a reality, these predictions are not 
being borne out. It is true that fewer 
workers can turn out more work— 
fortunately so, since there are not 
enough workers to handle the workload 
by old-fashioned methods. But there are 
today more office workers than ever 
before, and these workers need more 
skills than did their pre-automation 
cousins. 

In some offices, machines have taken 
over much routine work; but running 
the machines is not simply a matter of 
punching a button. At the least, the 
operator must know the right button to 
push at the right moment. There are, 
besides, many routine jobs that machines 
couldn’t, or at least haven’t, taken over, 
and we are far from outgrowing our 
need for typists, stenographers, book- 
keepers and clerical workers of many 
types. On top of this, a large percentage 
of workers need those extra qualifica- 
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tions so hard to find: the ability to 
deal with the public, to supervise others, 
handle emergencies, track down errors; 
or to plan work ahead for a day, a 
week, or a year. 

Far from becoming obsolete, the per- 
sonnel manager has a harder job than 
ever. He must look not only for skills 
and the potential for acquiring new, 
specialized skills, but for poise, attrac- 
tive appearance, enthusiasm, ambition, 
tact, perseverance, ingenuity and ability 
to carry on a conversation or speak to a 
group. 

The business teacher’s job has be- 
come correspondingly complicated. Yet 
if the two groups, those who train and 
those who hire, will work more closely 
together, many of these problems can 
be simplified. Both employer and busi- 
ness teacher must realize that after the 
school has done all it can do to prepare 
a student for employment, the young 
person is still a beginning full-time 
worker and has much to learn before 
he or she is completely prepared for the 
job. Although the beginning stenogra- 
pher may know how to prepare an ac- 
ceptable business letter, she may not 
know the particular letter style used. 
Office routine may be somewhat dif- 
ferent from any with which she has had 
experience. Or, and this is more likely, 

(Continued on page 257) 
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~ 4 
NEW FROM KODAK 


for all users of offset duplicators 





the speed, quality and flexibility of camera copying to ‘“‘paper platemaking”’ 


Now...make offset paper masters photographically 


in full roomlight/ 


THE OFFICE 





Imagine producing 10 high-quality 
offset masters—reduced, enlarged 
or same size—in 10 minutes. And 
doing the entire job next to your 
duplicator. 

Kodak’s Ektalith Loader-Processor 
brings this unmatched convenience— 
serves as a “‘desk-top darkroom,” for 
loading Ektalith Transfer Paper. ..and 
processing exposed sheets. Attached 
Ektalith Transfer Unit puts the image 
on a paper master which gives you 


K ODA K 


hundreds of sharp duplicator copies. 


Free Booklet explains Ektalith 
Method in detail—how it’s also used 
to produce 10 or more direct copies 
without “‘platemaking,”’ as well as en- 
largements from microfilm. Costs are 
surprisingly low—phone your local 
Kodak Ektalith dealer or 
write Eastman Kodak 
Company, Graphic Re- 
production Division, 


Rochester 4, N. Y. 


FHiktalith 


me ec TF eR Oo GO 


+» puts you ahead in offset 
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Professional Secretaries 
Do Not Fear Automation 


EVELYN G. DAY 


President, National Secretaries Assn. (International). 
Executive Secretary to the Honorary Chairman, 
Armco Steel Corp., Middletown, Ohio. 


UTOMATION is a word that fright- 
ys some people. It is abused by 
many others because they do not under- 
stand it. Let’s take a close look at this 
new word and see what it means for 
secretaries. 

Automation is not a monster designed 
to destroy us. Rather, I like to think 
that it offers both a challenge and an 
opportunity for the modern, professional 
secretary. After all, automation is 
merely modern machinery that can help 
us do our work better, more quickly and 
more accurately. It is one of the answers 
to the demands of our increasingly large 
and complex society. 

There are many more people in the 
world today who want more things each 
year. We expect the quality to be better 
and we want them faster than ever be- 
fore. Hence the need for machines that 
will do the bulk of the routine jobs for 
us, and free our hands and minds for 
more important tasks. 

Automation is really not new. It did 
not spring up overnight. From the time 
the secretary was known as a “type- 
writer” to the present day, she has been 
acquainted with mechanization. It has 
been building for more than 50 years. 
Everything we use is an extension of 
mechanization and some of these items 
have been around a long time: the tele- 
phone, telegraph, radio, electric type- 
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writer, etc. The secretary knows that the 
change from mechanization to automa- 
tion proceeds gradually by a succession 
of steps because each mechanized proc- 
ess is a good prospect for automation. 
She is aware, too, that the human con- 
tribution in automation is limited to 
programing the operations, maintenance, 
repair and checking the performance of 
the automatic systems. 

An up-to-date office bears little re- 
semblance to yesteryear’s. Mechaniza- 
tion has freed office girls from pure 
routine for greater responsibility; from 
typists to stenographers to secretaries. 
The “work-savers”—call it automation 
or what you will—have released secre- 
taries from physical labor to give them 
more time for intellectual labor where 
there is no limit to the contribution they 
can make to the company or individual 
for whom they work. 

It has not been too long ago that a 
secretary had to copy many letters, a 
tedious task and time-consuming. Now, 
in the twinkling of an eye, you have an 
exact copy without the possibility of 
error (ever present in typing) by use of 
a copy machine. Are machines good for 
the secretary? Definitely yes. 

Our typewriters are being improved 
constantly. Automatic carriage return, 
automatic underscoring, spacing—all are 
more or less standard equipment on 
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PRODUCTION © 


PURCHASING 


SALES 


CREDIT 


PLANT & 


Engineered by 
DIEBOLD 

Styled by Raymond 
loewy Associates 


TAB CARD 
MASTER DECK 


> CROSS INDEX 
NOW eee 


PAYROLL . » 
wows YOUR 
‘ ' 4 “4 g ‘ : 


STOCK 
CONTROL 


cost 


Fa 


ADDRESSING 
PLATES 


CUSTOMER 


EQUIPMENT 


in the world’s newest mechanized 





Records revolve in upright posi- 
tion . . . travel shorter way to 
working level. 


Use present records. No punch- 
ing. No guiding area lost to clear 
retaining devices. 








Touch-Bar 


ae 


Dial-A-File 


Optional 2-way controls speed 
records into working position. 











ROTARY FILES 


by DIEBOLD 


For automating the handling of active records... investigate 
the unprecedented posting and referring advantages intro- 
duced by the new Diebold mechanized Rotary Files. They 
accommodate existing records on any grade of card or paper 
stock .. . eliminate punching and transcribing... save 
up to 50% in time and space costs. There are 26 models of 
Diebold Mechanized Files for meeting all requirements in 
record sizes, volume and activity. Note how extra knee room 
is provided by swept-back design. Write today for descriptive 
literature on the world’s newest and finest mechanized 
Rotary Files. DIEBOLD, INC., CANTON, OHIO. 


DIEBOLD 


Diebold, Inc., Dept. OE- 124, Canton, Ohio 
Please send complete details about your new Rotary 
Files for our 


ee ae ee records. 
Firm 


individual 





Title 








Street 
Ne iin ak Be tas 
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(ena The Only Modern 


TWO Transfers 
PLUS a Memory 


Increases Calculating Speed! 


Reduces Operator Error! 


© New patented principles eliminate recopying and resetting! 


@ Full back-transfer from answer dials to keyboard 
gives uninterrupted operation. 


e Short-cut pushbutton multiplication. 
e Keyboard dials prove accuracy at a glance. 


Be sure to see and try inexpensive PLUS Diehl before replacing 
your present equipment. Five models to fit your needs. 


Sole United States Distributor: PLUS DIEHL Calculator Division 


CONTROL SYSTEMS, INC. 


5 Beekman Street New York City 38, N.Y. REctor 2-0045 


Representatives in Principal Cities 


DEALERSHIPS AVAILABLE — Write today for full details of 
the PLUS DIEHL dealership plan. It offers a complete new 
field for profitable calculator sales. 
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electric typewriters. Is this good for the 
secretary? Yes 

Now, will automation replace the 
secretary? I think not. Machines can do 
the heavy clerical work. They can do 
those jobs which must be repeated many 
times and in volume, such as statistical 
work. But, automated machines will not 
replace the secretary. What machine can 
automatically: 

Decide at just what moment to inter- 
rupt the boss? 

Prepare for a dictation conference 
period by listing questions, matters that 
need to be discussed, etc.? 

Correct and punctuate a letter dictated 
in a hurry and m:\e changes which will 
improve it? 

Personalize the office to make it com- 
fortable and efficient? 

See that the important letters get into 
the mail and are not held over? 

Anticipate information needed to an- 
swer a letter? 


Who’s Afraid of Automation? 
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Recognize the voices of 
callers? 

Shield the executive from unwanted 
telephone calls? 

Keep up with new developments in 
office equipment and supplies so that, 
when asked, it can recommend equip- 
ment that will save time and increase 
the efficiency of your employer and 
yourself? 

Without being a machine specialist, 
a secretary should know something 
about the automated equipment in an 
office. It may save much time if she is 
able to recommend either a change in 
system to her employer or assist him in 
analyzing the merits of a proposal he has 
received. A _ secretary aware of the 
changes is a dynamic, alert individual. 
She becomes acquainted with auto- 
mation; she will know whether or not 
various machines will be useful to her 
employer; she will know when such ma- 
chines can increase her productivity and 
make use of them. 

The constant improvement in office 
machines makes it possible for the sec- 
retary to develop and utilize her talents 
to the utmost. No longer must most of 
the day be wasted on routine jobs which 
can be done better by machine. Secre- 
taries now can be professional and make 
a truly significant contribution to their 
employers’ business. 

A professional is one who represents 
the characteristics of a profession and 
conforms to the standards of a pro- 
fession. Professional suggests polish, a 
striving for perfection. Certainly it is an 
above average approach to your prob- 
lems but, more than that, it is an atti- 
tude that distinguishes the professions. 
Above technical competence, the truly 


frequent 
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professional person must have a sense of 
responsibility to employer and client, a 
high code of personal ethics, and a deep 
seated desire to contribute to the ad- 
vancement of business. 

The National Secretaries Assn. (Inter- 
national) recognized the need for edu- 
cation on the part of the employed 
secretary and the establishment of stan- 
dards for the secretary. It sponsors the 
Certified Professional Secretary program 
(CPS), administered by the Institute for 
Certifying Secretaries, a department of 
the association. The examination given 
by the institute is a rigid two-day ven- 
ture. It covers six areas of study: per- 
sonal adjustment and human relations, 
business law, business administration, 
secretarial accounting, secretarial pro- 
cedures, and secretarial skills. A secre- 
tary with advanced training is better 





| STOP BACK CIRCUITS IN | 
TABULATING EQUIPMENT 


ELIMINATE BACK CIRCUITS 
AND REDUCE WIRING TIME 
TYPES AVAILABLE LENGTHS 


Manual Self Contact .........9”, 15”, 32” 
Fixed Self Contact ...........9”, 15”, 32” 
Manual Jack Type ...........9”, 15” 
Fixed Jack Type ea 

1 Box of 10 Wires 

2 to 8 Boxes 

9 or More Boxes .... . 18.00 Box 


INTRODUCTORY OFFER: 
1 Box of 5 Wires for $12.50 


EDWARD OCHMAN SYSTEMS 
BOX 141, FAIRFIELD, CONN. 
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able to contribute to management intelli- 
gence. She can assume more responsi- 
bility, be a real assistant to her employer 
and free him for more important tasks. 

Secretaries as a group are standing 
on the threshold of new achievements 
in a challenging world. The professional 
secretary will be able to meet the chal- 
lenge. 

The secretary need have no fear of 
automation, particularly if she is con- 
stantly improving, is alert, and views 
this new word with proper perspective. 
She will know that automation gives us 
the information necessary to operate 
our businesses and individual offices. It 
makes it possible for her to become a 
valuable assistant. 

The secretary of tomorrow will be 
a professional secretary with a personal 


code of ethics. 
le)8) 48 


Mail Cont! “s* 


Put efficiency in your 
mail operation! This 
double-deck pol- 
ished aluminum mail 
cart by Chesley lets 
your mail depart- 
ment categorize in- 
coming mail for 
quick, error-free de- 
livery. Lower basket 
for out-going mail. 


Both baskets are re- 





movable 


BASKET SIZE—(Upper) 1'7'/.425x11; (Lower) 17 '/.x25x8 
FRAME—High Polished Aluminum @ BASKETS REMOVABLE 
SHIPPING WEIGHT—33 Tbs. @ PRICE—-$47.50 @ TERMS 
1% 10 days, net 30 days @/F.0.B. Detroit 

File folders » eo 


Write for free brochure — or, “better still — order today! 


Chesley Industries, Inc. 


24777 Telegraph Road, Detroit 41, Mich. 
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Genuine 
TURD 


..-if takes a good 
business case to complete 
your sales picture! 


Look what a difference STURDEX makes! 
The only business case made with the 
craftsmanship of finest leather cases 

... but at half the price. A sales-making 
case that’s always neat and business- 
like . . a durable case that outwears all 
others . . . guaranteed for 5 full years! 


CATALOG CASE — Your Portable Sales Display. 


Here’s a salesman’s case that has “jumbo” capac- 
ity yet is exceptionally easy to handle, easy to 
carry. Box-type construction gives greater use- 
able space and orderly “file-cabinet” efficiency. 
Overfolding top opens to allow quick and easy 
access. Rigid sides and bottom retain shape of 
case. Two expanding side pockets. Double-coated 
STURDEX, molded plastic bumper rail, 2 brass 
locks and brass bottom studs add to its durability. 


5-YEAR UNCONDITIONAL GUARANTEE 


StruRDEX looks new longer . . . always ready 
for business. So wearproof, waterproof and 
weatherproof, we guarantee it for 5 full years! 


@Menthercvafe 


World's Largest Manufacturer of Business Cases Exclusively 
2320 So. Western Avenue « Chicago 8, Illinois 
@eseeoeoeooocoeosoeceoeo sees see ee se eoeeeeee ee eee eee e w 


LEATHERCRAFT, Inc., 2320 So. Western Ave., Dept. A-4, Chicago 8, Ill. 


Please send full details about STURDEX, and the name 
of my nearest dealer. 


a 
Address Eee See 
©1959 City Zone Wine 
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Now! The Only Sure Way To Keep Confidential Papers 


= ABSOLUTELY 
\ SECRET 


° : A OUT HERE 
Lowest Price Machine on Market! | \ weg 


No surer, faster or safer way to iit FREE: tiustrated, 
keep confidential papers secret tte Be, descriptive folder 
than by positively destroying 4 giving details of 
them. Do it right in your own ' Seat toil. Dee 
office with the new Shredmaster 7) = i , ust 
Bantam 10. Anyone can use it. ie DEPT At ed 
Handsome and modern in design, ; See erie 
clean and quiet in operation. Now 

at a new low price. (Other models 

of greater capacity available.) 


THE oi Nee SOut 
SHREDMASTER f- a SAN eal’? 
384 Woodcleft Aven ‘a Sa ~ aN 


Freeport, N. Y. ~ 
i: 
For More Information Circle No. 296 
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Records Management’s Role 
In the Automated Office 


IDA WELCH 


President, American Records Management Assn. 
Allen-Bradley Co., Milwaukee, Wis. 


MADE A TRIP from Milwaukee to 

San Francisco last October to attend 
the annual meeting of the American 
Records Management Assn. Some 124 
forms were used to authorize, instruct 
and confirm instructions to people who 
were involved in “processing” me and 
two pieces of luggage. This is a modest 
estimate. It does not include the ledgers, 
registers and other records on which 
more or less permanent records were 
made of the transactions entered on 
these forms. 


Because of these forms my trip was 
delightful, unmarred by delay or mis- 
understanding. I carried 41 Ibs. of 
paper to the annual meeting for dis- 
tribution to those in attendance, and 
returned with 13 Ibs. to be filed for 
reference purposes. 

As I soared above the mountains in 
a plane weighing 36 tons, and capable 
of lifting and transporting 45 tons, it 
occurred to me that while the plane 
could easily carry 88 persons plus crew 
and luggage, it was not capable of lift- 





New 
UNIVERSAL 


electric 
NUMBERING MACHINE 


HELLER ROBERTS 


Manufacturing Corporation 


We call this new Roberts E-21-U 
numbering machine a “‘universal elec- 
tric’’ because its numbering head is 
entirely flexible—it can be turned 
sideways and adjusted to permit 
numbering at any point on a page, 
card, tag, label or strip of material. 
It will record clearly through as many 
as 10 carbons. It automatically prints 
numbers in sequence from 1 to 999,- 
999 with instant choice of consecu- 
tive, duplicate or repeat operation. 
The universal printing head gives 
complete freedom in numbering 
towards the front, back, left, right 
or any point on a sheet up to 12 
inches wide, and of any length. Ad- 
justable guides for accurate position- 
ing. Just piug in—no installation. 
Also available for foot operation in 
model E-21-UF. Write for more 
information. 


Roberts Numbering Machine Division, 700 Jamaica Ave., Brooklyn 8, N. Y. 
For More Information Circle No. 470 
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FOUR 
GREAT 
COPILITH 
OFFSET 
PRESSES 


eee ak 


et 
Copease \ 


\ COP! ls, 
Nettie se 


ENTIRELY 
NEW: 


COPEASE — COPILITH 
OFFSET PRESSES 








Copilith covers the en- 
tire range of small offset 
printing and duplicating 
requirements. Designed 
and built expressly for 
Copease by Rotaprint 
... the originators (since 
1927) of small offset 
presses for the office. All 
Copilith presses embody 
new ideas in: e  Inte- 
grated Dampening (no 
water rollers) e Simplic- 
ity of Operation e Flex- 
ibility in Master Selec- 
tion e Silent operation 
¢ Floor Space Require- 
ments ® Uniform Ink- 

ing System e Regis- 

tration e Styling e 
Trouble-Free 
Maintenance. 








Fill in coupon below for 
convincing proof of Copilith 
Offset Press superiority 
and information on other 
outstanding Copease Of 
fice Equipment. The New 
Copease-Banda Spirit 
Duplicators and New 
Copease Photocopiers 














COPEASE CORPORATION 


425 PARK AVENUE, NEW YORK 22, NEW YORK 


Name_ 


SS — 


Street__ 


City 


@eeoeeeeeesetrc$few@we2e7$egee#8e60€@e@6mOBm Oo eee 
For More Information Circle No. 286 
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ing off the ground all the forms that 
were required to make it. This gives 
credence to the statement of Wernher 
von Braun, the missile expert, that we’ll 
get to the moon, if the paperwork 
doesn’t hold us down. 

Paperwork is a way of life. As 
necessary to American business as is 
food, water, shelter and love to the in- 
dividual. The combined ingenuity of 
researchers, engineers, manufacturers, 
consultants, technicians, forms design- 
ers and systems creators has been di- 
rected at making paper at less cost, 
improving printing methods, and devis- 
ing ways and means of getting more 
information on multiple copies. 

For the last decade records manage- 
ment people, in business and in govern- 
ment, have concerned themselves with 
the destruction and retention of records, 
and the mechanics of forms and reports 
control. They are responsible for the 
destruction of millions of tons of useless 
records which might otherwise have 
clogged the archives of government and 
the storerooms of industry. They are 
responsible for devising systems for the 
orderly retention of necessary records. 

Today records management people 
are evaluating their progress, realigning 
their strategy, and directing their sights 
toward the creation and management 
of information (rather than .records) 
necessary for the existence of business 
and the continuity of government. Dur- 
ing the next decade records manage- 
ment activities will be directed to five 
areas in which there is a need to ex- 
change experiences and ideas. 

Information Creation. ‘The stress 
will be on information—not records. 
It is information that we require on a 
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Can’t Lift the Paperwork 
It Takes to Build It. 





long-term basis. The systems technician 
is interested in speeding up communica- 
tion, transportation, goods and services. 
With modern computers and punched 
card equipment to aid him, the reports, 
forms and records he can produce are 
limited only by the demand. The same 
information will be repeated in numer- 
ous forms for the convenience of the 
people who use it. 

Records managers must delineate the 
information required for existence and 
concentrate on solid records to be re- 
tained on a long-term basis. In many 
cases, this will mean the creation of 
additional records supported by the pro- 
cedural steps used to produce the in- 
formation. 

Informational Retrieval. Punched 
cards, tapes, drums, discs and other 
storage devices will befriend the records 
manager, as well as confound him. Hit- 
or-miss methods of locating records 
that contain information will be re- 
placed by scientific avenues of direct 
entrance to the information. Forms 
control, reports control, records control 
and procedures control will be inte- 


grated into single systems to retrieve 
(Continued on page 255) 





MINUTES MEAN MONEY! 





Super Speed 
CADM ROTARY COLLATOR 


COLLATE ANY WEIGHT, SHAPE OR SIZE 


The answer to those time consuming jobs is de- 
signed to meet the collating needs of your office or 
duplicating departments. More flexible than most 
more expensive machines, the turntable operation 
can be controlled from any position. 

Takes a minimum of floor space and 

saves minutes on every job. Minutes 

mean money. 


Write today for fuil information. 
Dept. 1-O 


PRINTING MACHINERY, INC. 
742 SOUTH SHERMAN STREET + ° CHICAGO 5, ILLINOIS 
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Roytype Park Avenue Silk Ribbon stays 
ink-full LONGER AND LONGER... 
costs much less in the long run. 


You pay a little more for Roytype Park 
Avenue Silk Typewriter ribbon than you 
do for cotton ribbon. But you get a whole 
lot more. It keeps on typing nice and 
black for a much, much longer time. Long 
enough to save you plenty. 

The fact is, this is the one perfectly 
balanced ribbon for every typewriter. It 
combines the best balance of strength 


and absorbency. It gives you the crisp, 
dense blackness you want for writing 
letters right. And it gives you the iron- 
like wearing quality you need for saving 
money. 

Your Roytype Representative has a 
-ark Avenue Ribbon with the degree of 
inking that meets your requirements 
exactly. Ask him for a sample today. 


® ; 
carbon papers, ribbons, quality 
supplies for all business machines 


Products of Royal McBee Corporation, 
World’s Largest Manufacturers of Typewriters 


_—TP we eeeeeeeeeeeeeeseeseeeeeeeeeseeeeeeee 


Roytype makes over 1000 
different ribbons for type- 
writers and: tabulating ma- 
chines. To be sure you're 
using the right ribbons for 
the jobs you do, check with 
your Roytype Representa- 
tive. His office knowledge 
can help you. Use it! 


MAIL COUPON WITH YOUR LETTERHEAD 


Mr. ROY TYPE, c/o Royal McBee Corporation, 
Department N, Port Chester, New York 
Say, what about Roytype Creamee, a hand lotion es- 


pecially for office use? Please send information. 


Your Name 





Firm Nome 





Street Address— a ee a 





City ee eae 
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SWIFT 


unIisTroke 


It is che world’s 

lightest (61 Ibs.) 

and the most inexpensive (99.50) 

adding machine with nine column capacity, 


two-color printing and visible adding dials. 


Once you have used the truly portable Swift Adding Machine 


We) at F ih 
in your office, store, >/z home, »' or travelling >> 


—you will never be satisfied with any other! 


ADDITIONAL OUTSTANDING FEATURES 
No extra stroke required for totals or sub-totals; non-print lever for calculating—large size 
pica type for readabilicry—short stroke handle for fast (150 OPM), easy operation 


fod alk’ 


$ 4) g 50 At better Office Machine Dealers everywhere or write for information TODAY 
SWIFT BUSINESS MACHINES CORPORATION 
st te re GREAT BARRINGTON, MASSACHUSETTS 


For More Information Circle No. 340 
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Varlyper 


.Viules lines and 
composes type 


| operation i 


ROUGH PENCILED LAYOUT = FINISHED FORM 
Lines Ruled Automatically by Push Button 


Your VarilTypist can take your 
rough penciled layout and 
give you a complete, 
finished form, in- 

cluding the type a 
matter, directly on 

a duplicating 

master or for offset 
camera. Both the type 

and ruled lines are true 
printer's styles and 

are instantly changeable. 
Varilyper is recommended 
by the world’s leading 
forms designers. 


VARITYPER CORPORATION 
A SUBSIDIARY OF ADDRESSOGRAPH-MULTIGRAPH CORPORATION 


THE MACHINE WITH eeeeaoeaenoeoeooeeoe0e00000000000000808080 
VARITYPER CORPORATION Dept. D2 
1 ;0 oO Le 720 Frelinghuysen Avenue, Newark 12, N.J. 
FAC ie & Please send me VARITYPER Booklet D. 
This ‘ad’ was composed 


on the VariTyper. The 


Heads were photo-com- 
posed by HEADLINER, ZONE.... 


For More Information Circle No. 290 





PUNCHED TAPE TYPEWRITER 

Underwood Corp., | Park Ave., New 
York 16, N. Y., makes the Underwood 
Tape-Master typewriter which is actuated 
by punched paper tape. It will automatic- 
ally read punched tape and type out the 


data at ten characters a second. Eight- 
channel tape is furnished as standard but 
five, six and seven channel coding is avail- 
able. When five-channel code is used, the 
Tape-Master Auto Shift automatically 
punches the figures-letters shift codes as 
required. Tapes can be used by all stand- 
ard wire transmission machines and to 
operate other office machines in auto- 
mated data systems. The Tape-Master will 
automatically write form letters which can 
be personalized with an inside address by 
a typist while a tape containing addresses 
is simultaneously punched for use to auto- 
matically address the envelopes. On a regu- 
larly used mailing list, entire operation is 
automatic. Tape-Master comes with 12”, 
16” or 20” carriage widths in a variety of 
distinctive type styles. For More Informa- 
tion Circle No. 109. 
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OFFSET DUPLICATOR 


Addressograph-Multigraph Corp., 1200 
Babbitt Road, Cleveland 17, Ohio, an- 
nounces the Model 2550 Multilith Offset 
duplicator designed for simplicity of opera- 
tion. The machine completes the duplicat- 
ing cycle and produces the exact number 
of copies without human assistance. Thus 
65% of operator’s time is free for the per- 
formance of related work such as sorting, 
checking, etc.; hourly production levels are 
increased and stabilized; costly overruns 
are eliminated. The Model 2550 retains all 
of the proven advantages and general ap- 
pearance of the Multilith Model 1250, plus 


automatic sequence control consisting of 


three elements: automatic electric reset 
counter to select and govern number of 
copies required; control panel conveniently 
located at fingertip level on the side of 
machine, and self-contained electrical sys- 
tem that provides maximum programing 
flexibilty. The latter is a removable, one- 
package plug-in chassis which permits fast, 
easy servicing and replacement. Automatic 
sequence control conditions the master 
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with ink and moisture, images the blanket, 
starts paper feed at the correct time for 
a perfect first copy, counts the sheets run, 
and turns unit off with the cylinders in 
correct position for fast master changing 
when desired number of copies is obtained 
—all automatically. For work where step- 
by-step control may prove advantageous, a 
flick of a switch on control panel transfers 
command of each automatic function to 
operator’s fingertips. Even beginners can 
function as expert operators. For More 
Information Circle No. 217. 


TYPE CLEANER 


Minnesota Mining & Mfg. Co., 900 Bush 
Ave., St. Paul 6, Minn., announces Scotch 
Typewriter Cleaner, a material which rolls 
into a typewriter like a sheet of paper and 
is simply typed on to clean the type. It 
involves no solvent, putty or brushes; is 
easy, clean and fast to use. The soft 


fibrous material is chemically treated to re- 
move dirt, ink and foreign matter from 
typewriter type. It comes in 8%” x 11” 
sheets, three sheets to an envelope for 98c. 
Twelve envelopes are packed in a display, 
and 12 displays in a carton. The typewriter 
cleaner sheets are perforated so that the 
used section can be discarded. With seven 
sections to each sheet, you get at least 21 
cleanings for 98c. For More Information 
Circle No. 195. 
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ROTARY CARD FILE 


Mosler Safe Co., 320 Fifth Ave., New 
York 1, N. Y., makes a high volume card 
file that provides instant access to any one 
of 200,000 cards in less than three seconds. 
Called the Selectronic Record File, it is de- 
signed to house any size card. Trays to 
hold records of different sizes may be used 
simultaneously. File is controlled by key- 
board with recessed selector keys that en- 
gage Selectronic device to determine direc- 
tion of rotation. Keys are alternately con- 
cave to permit instant recognition and pro- 
vide orientation by touch. One clerk can 


easily reach controls and perform every 
operation while seated. Records are spread 
in easy-to-see position permitting guides to 
be located at once. Keys are indexed to 
identify records in each tray. Present cards 
can be transferred to file directly, eliminat- 


ing retyping. Unit takes only 84%” x 
393%4” of floorspace. It includes a shelf for 
posting machine or typewriter, and an 
operator’s personal locker. Designed to 
blend with any decor, file can serve as 
room divider. It can be placed against a 
wall or two units can be back-to-back. It 
will pass through a 36” door with ease, 
and can be plugged in and put to immedi- 
ate use on delivery. In case of power 
failure it can be operated manually. Re- 
pair-free capacitor-start motor combines 
both driving and braking force. Dynamic 
braking eliminates glide or coasting. For 
More Information Circle No. 134. 





PUNCHED TAPE MACHINE 
FILE DESKS 


Shaw-Walker Co., Muskegon 9, Mich., 
manufactures a line of file desks for ma- 
chines that operate punched paper tape or 
edge-punched cards. These units offer a 
completely organized work station for 
every machine operation, placing all 
punched data within arm’s length of the 
operator and enabling tapes and/or cards 
to be filed in one unit. Desk tops are 
heavily undercoated to reduce noise 
nuisance and absorb vibration. Single unit 
occupies less space than separate stand and 
file, saving office room for other functions. 


To save operator’s time in locating and 
filing tapes and cards, tilted wobble blocks 
support punched data for easy reference. 
The desks are available in two widths— 
44” and 60”—-and a variety of styles. The 
60” unit will house up to 3500 4-ft. tapes 
or 39,000 edge-punched cards. The desks 
include easily emptied tape boxes that are 
readily removed through desk top without 
moving the machine or reaching under- 
neath. To insure precision feeding of pre- 
folded tape, a full carton can be placed 
in a compartment of the tape box. For 
fast and simple access a tape winder 
and/or unwinder attaches to the tape box 
cover. For More Information Circle No. 
106. 


MACHINE NOISE CONTROL 


Gates Acoustinet, Inc., 613 Spaulding 
Yates Bldg., Tonawanda, N. Y., announces 
its 1960 line of Acoustinets for data proc- 
essing, accounting, addressing and com- 
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munications machines. Acoustinets are ef- 
fective in controlling machine noise be- 
cause they absorb the noise at its source. 
The 2'2”-thick walls are lined with highly 
absorbent acoustical material. In addition 
to controlling noise, these enclosures pro- 
vide fine fluorescent indirect lighting, mak- 


ing them an office within the office. The 
line is completely restyled in keeping with 
modern offices and machines. Units are 
available in various color combinations 
such as blue and ivory, orange and ivory, 
etc., and are fully guaranteed. For More 
Information Circle No. 188. 


GATHERING MACHINE 
Didde-Glaser, Inc., 50 Hi-Way at West 
12th Ave., Emporia, Kans., makes the 
Gather-All, a compact gathering machine 
for offices, printing departments, mail 


rooms and binderies. It is styled in dove 
gray and trimmed in anodized aluminum 
to blend with office decor. It is said to be 
so simple to operate that even novice girl- 
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operators can master its technique easily 
and efficiently with minimum instruction. 
Unit is designed for gathering up to 6000 
sets per hour. No-stop top loading, vacuum 
bottom feed and continuous one-direction 
siock movement, permit continuous-feed 
operation. Designed to be operated from 
one side only, it may be placed against a 
wall to save floorspace. Three steps are all 
that is required for set-up, and micromatic 
detectors at each station assure collation 
accuracy. The Gather-All will handle 16 
lb. and heavier sheets up to 94%” x 14” 
and signatures up to 942” x 124%”. Maxi- 
mum thickness of a set is 1”. Basic ma- 
chine has four-stations. Add-on units in 
3- or 4-station sizes may be added in 
owner's plant or office. When coupled to 
a stitcher, bander, creeper, criss-cross or 
other attachment, this machine becomes a 
bindery in itself. Gather-Alls are recom- 
mended for collating sales manuals, in- 
struction booklets, price sheets, pamphlets, 
mailing pieces, catalogs, calendars, folded 
signatures and any other like printed mat- 
ter where cost-reduction in handling colla- 
tion problems is desirable. For More In- 
formation Circle No. 165. 


LIGHTWEIGHT OFFSET PAPER 

Ecusta Paper Products, Olin Mathieson 
Packaging Div., Pisgah Forest, N. C., an- 
nounces Waylite paper in Subs. 9 and 12, 
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especially designed for offset duplicating. 
It comes in 8%” x 11” and 8%” x 14” 
sizes, and its great opacity makes it ideal 
for printing on both sides. It has a bright, 
rich appearance and a soft kid finish. Its 
use saves postage. For example, eight 
sheets of 12-lb. 842” x 11” weigh an ounce 
as do five sheets of 20-lb. paper. A com- 
pany that mails engineering standards with 
as many as 150 sheets estimates it will 
save $30,000 a year in mailing costs with 
Waylite. An aircraft manufacturer reduced 
the bulk of its stored government contract 
records by 50%. For more information 
and comparison tables with heavier pa- 
pers, Circle No. 159. 


PAYROLL TIME RECORDER 


Lathem Time Recorder Co., 76 Third 
St., N. W., Atlanta 8, Ga., makes the 
Lathem 8800 completely automatic time 
recorder primarily designed for payroll 
timekeeping and job time records. The 
8800 automatically shifts from “in” to 
“out” according to a pre-determined sched- 
ule. Registrations are made automatically 


in two colors when timecard is placed in 
slot at top. A hole is made alongside each 
registration for positioning consecutive 
registrations. This eliminates any possibil- 
ity of overprinting. Long lines of em- 
ployees can register timecards swiftly and 
accurately. Time registrations on the card 
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are arranged so that computing is faster 
and more accurate. Irregular schedules are 
no problem in setting up automatic pro- 
graming. An optional bell ringing unit will 
sound a bell or horn as close as one 
minute intervals. Recorder is built in, and 
no special training or ability is needed for 
setting, ribbon changing and much of the 
routine servicing. For More Information 
Circle No. 169. 


FIGURING MACHINE 


Addo-x, Inc., 300 Park Ave., New York 
22, N. Y., announces three major im- 
provements on its automatic pushbutton 
multiplier, Model 2341E. These include 
constant key, placement of correction key 
and new column indicator. There is no 
increase in the price of machine. The con- 
stant key, located just below the plus bar, 
is extremely simple to set and clear. 





Many more applications are now possible 
with the improved multiplier. The correc- 
tion key now stays on the left side of the 
column indicator, so that it cannot get in 
the way of the operator’s right thumb. 
Column indicator has been changed for 
quicker and easier visibility in determining 
number of digits entered on keyboard. 
Other features include automatic push- 
button short-cut multiplication, ten column, 
11 total, capacity, and credit balance. For 
More Information Circle No. 118. 
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LIGHTWEIGHT 
BOND PAPER 


Esleeck Mfg. 

Turners Falls, Mass.. 

makes Sub. 11 Emco 

Thin Bond in four at- 

tractive finishes: laid 

cockle, laid smooth, 

wove cockle and wove 

smooth. Despite its 

light weight which 

makes this sheet suit- 

able for airmail letter- 

heads, its 50% cotton 

content gives it the feel 

of quality desirable for legal documents, 

accounting, bank and insurance records. 

The paper is made in white in nine sheet 

sizes: 8144" x 11”, 84%” x 13”, 8U%” x 14”, 

if” x 22, t7” x 26" and 17" x 26" we 

grain long); and 22” x 24”, 26” x 34” and 

28” x 34” (grain short). For a sample 

swatch folder of Esleeck Emco Thin Bond, 
Circle No. 125. 


Co., 


FLOW CHART KIT 


Tab Products Co., 995 Market St., San 
Francisco 3, Calif., has speeded and simpli- 
fied flow charting with its Flow Chart 
Planning Kit, offered free. This consists of 
an attractive folder containing pressure- 


sensitive. stickers of standard flow chart 


symbols. Instructions are included. Since 
the stickers can be picked up and moved 
around at will, the user can go through a 
good deal of trial and error without messy 
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revisions. When chart is complete, it is neat 
and presentable, and can be photographed 
or reproduced by other means so that 
copies can be circulated for approval. For 
the free kit, Circle No. 112. 


ELAPSED TIME COMPUTER 


Calculagraph Co., 313 Sussex St., Har- 
rison, N. J., makes the Calculagraph 
elapsed time computer which, as an in- 
tegral component of a cost system or as 
a system in itself, provides the basic data 
for cost engineering. Elapsed working time 
for determining payroll cost, production 
time, maintenance time, departmental time, 
and machine utilization time are provided 


by one of 18 basic models in the Calcula- 
graph line. The Calculagraph automatically 
computes and immediately prints elapsed 
time on any size and shape of form: job, 
payroll or other type of tabulating card. 
The dev.ce can be programed to eliminate 
lunch periods, overnight idle time, or any 
other non-working intervals. Elapsed time 
can be computed in hours and minutes or 
hours and tenths of an hour and printed in 
blue, black or red. The date changes daily 
and prints with starting time for each job. 
Priced under $300. For More Information 
Circle No. 119. 
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STRIPPING TABLE 


Colwell Litho Products, Inc., Dept. C-1, 
316 Chicago Ave., Minneapolis 15, Minn., 
makes, the Colight Tilting Stripping Table 
for offset negative and _ stencil work. 
Operater can work comfortably seated at 
either a level or tilted surface with all 
necessary materials at his fingertips. Italian 








7~ 


light 
Four adjustable straight edges 
make squaring-up easy. Back of table is 
louvered to insure proper ventilation of 


opal glass provides 100% overall 


diffusion. 


lamps. Simple adjustment allows up to 
30° tilt of distortionless 19” x 25” work 
surface. Four adjustable feet for leveling. 
Table is 21” x 27” x 31” overall, finished 
in blue-gray wrinkle baked enamel, costs 
$149.50 including crating f.o.b. above. For 
More Information Circle No. 132. 


TIME ANNOUNCING SYSTEM 


Dictaphone Corp., 730 Third Ave., New 
York 17, N. Y., makes more complete and 
accurate communications recording pos- 
sible through its Dictachron Time An- 
nouncer which automatically announces, 
for recording, time of receipt of any com- 
munication recorded by  Dictaphone- 
developed communications recording ma- 
chines. Designed for centralized timekeep- 
ing where the Dictaphone Telecord System 
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is used. It enables individual worker to 
transmit job and time data from his work 
area to the central timekeeping area where 
a recording machine automatically records 
data on a Dictabelt record. Dictachron 
automatically records, on the same record, 
exact time, day or night, when worker 
picks up handset in his work area to dic- 
tate his job-time report. Only one Dicta- 
chron is required, regardless of the number 
of recording machines in the central time- 
keeping area because control mechanism 
closes circuits to machines in use and 
opens a circuit to one standing by. Dicta- 
belt on which report is recorded provides 
permanent, unalterable and filable record 
of work done and time. Possibility of hu- 
man error in recording time is eliminated. 
There can be no grounds for any disagree- 
ment about time, between worker and 
timekeeper, when the worker is paid. 
Dictachron also performs same automatic 
function when used with Dictaphone Dicta- 
cord and Dictalog Recording Machines. It 
uses a tape on which time has been pre- 
recorded in hours and hundredths of 
hours, based on 24-hour clock. Twelve 
hours are pre-recorded each side of the 


tape which automatically advances like a 
clock. For More Information Circle No. 
137. 


PASTE PEN 


Exec Products, Inc., 625 West 140th St., 
New York 31, N. Y., unveils the Exec 
Paste Pen, a fast, clean way to paste any- 
thing. A full color self-merchandising dis- 
play rack containing a dozen pens with 


single load refills is available to dealers. 
The consumer gets a free refill with each 
pen. Ideal for all pasting projects, unit 
makes 5000 paste dots without refilling. 
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Especially helpful to the photo-paster, 
gift-wrapper and office worker, the Exec 
Paste Pen enables user to spot paste where 
needed without wasting a drop or soiling 
a photo album, wrapping paper or ledger. 
Paste dries in seconds and rubs off easily 
and completely. Safe and nontoxic, it is 
suitable for children, and can be used in 
classroom or home. Retails at $1.49 and 
refills (each containing 5000 dots) are 20c 
each. For More Information Circle No. 
168. 


COMBINATION CAMERA 


M. P. Goodkin Co., Dept. P, 112 
Arlington St., Newark 2, N. J., makes a 
combination copyboard camera, light table 
and adjustable 25” x 35” drawing board. 
Known as the Goodkin Swivel-Top 
Camera, this unit saves space and reduces 
cost through its three-in-one application. 


Camera has a special adjustment that 
permits operator to readily change its 
angle and work surface to any position, 
from vertical to horizontal. Priced at $450, 
the Swivel-Top has an enlargement and 
reduction range of 42x; 18” x 23” view- 
ing area and 174%” x 22” copyboard (in 
special instances, larger copy can _ be 
mounted for reductions only). Entire unit 
occupies floorspace of only 27” x 37”. For 
More Information Circle No. 147. 
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OFFSET 
DUPLICATORS 


Copease Corp., 425 
Park Ave., New York 
22, N. Y., introduces a 
line of offset presses, 
comprising four differ- 
ent machines for all 
reproduction require- 
ments from offices to 
large volume commer- 
cial printshops. Pro- 
duced in Europe ac- 
cording to Copease’s 
specifications for Ameri- 
can market needs, 
Copease Copilith ma- 
chines range from $1500 to $12,000. They 
include: Copilith Junior (at right in photo) 
a simple-to-operate small press for office 
use in reproduction of sales bulletins, 
forms, price lists, system jobs,, halftones 
and simple color work up to 9”x14”; Copi- 
lith Standard, a compact high speed auto- 
matic press for reproduction departments 
and lettershops handling paper up to 


12”x15”; Copilith Senior (at left in photo) 
for sheets up to 14”x20”; and Copilith 
Super for large volume reproduction on 
sheets up to 17”x22”. The Copilith Junior’s 
simplicity of operation is due to its built- 
in automatic devices and elimination of 


complicated multiple controls. Extremely 
guiet in operation, it weighs only 200 Ibs. 
and takes up no more room than a type- 
writer and stand. The Copilith Standard 
is said to be one of the best designed 
small suction-fed offset presses with many 
features of larger units. Capable of 7000 
impressions per hour, it handles paper 
from 13 Ib. bond to 2-ply cardboard and 
may be loaded while a previous load is 
being fed, facilitating quick changeover 
from one job to another or continuous 
operation. The Copilith Senior has special 
attachments for simultaneously number- 
ing, perforating or slitting during print- 
ing. A clamp provides the fastest means 


of attaching a plate to the cylinder. All. 


these presses are equipped with the Copi- 
fount dampening system whereby both 
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dampening solution and ink are applied 
from one set of rollers with an accurate 
balance maintained automatically between 
the moistening and ink agents. Separate 
water and ink systems are also available. 
Copease also introduces a complete line 
of offset supplies, including direct image 
and sensitized plates, cleaning and mask- 
ing sheets, all types of fluids, inks, imaging 
materials, and a group of copy papers 
selected for offset printing and ream-cut 
to standard sizes. For More Information 
Circle No. 153. 


FILE FASTENER 


Advanco Products, Inc., 76-05 Sist Ave., 
Elmhurst 73, N. Y., makes a Punchless 
Paper Holder of extreme simplicity. There 
are only two parts in clip attached to 
pressboard binder, yet holder binds from 
one to 150 sheets with a bulldog grip and 





may be opened or closed with light finger 
pressure. Since there are no holes punched 
in papers, there are no holes to tear and 
papers may be removed or inserted quickly 
anywhere in the bound file, without having 
first to lift them off binder posts or prongs. 
For More Information Circle No. 143. 


PHOTOCOPIER 


A. B. Dick Co., 5700 West Touhy Ave., 
Chicago 48, Lll., announces the all-purpose 
Model 110 Photocopier that copies origi- 
nals on opaque, two-sided or transparent 
paper, white or colored, heavy cardboard, 
individual sheets, or pages bound in books, 
in less than a minute. It will make exact 
copies of anything printed, duplicated, 
typed, written, drawn or photographed, in 
black or colors. Copies are sharp black on 
bone white and are permanent. They are 
unaffected by heat or light and are ac- 
ceptable as evidence in courts of law or 
government agencies, according to the 


company. Copies have handling and filing 
advantages of regular 24-lb. bond paper. 
The machine is attractively styled in two- 
tone light beige and frost green. It is 2542” 
wide, 10%” deep and 10” high; weighs 31 
Ibs. A flat-bed exposure section will ac- 
commodate bound-in pages of books and 
magazines, or originals on heavy base 
stock as well as single sheet originals. A 
maximum paper size of 10” x 15%” pro- 
vides a maximum exposure area of 912” x 
15”. Light source is ten 60-watt in- 
candescent bulbs that burn only during 
exposure. Light is automatically controlled 
by the positive-action timer which has an 
exposure range of 0 to 12 seconds. Photo- 
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copy paper is easily handled under normal 
office lighting without tents or shields. For 
More Information Circle No. 179. 


CASH REGISTER 


R. C. Allen Business Machines, Inc., 
680 Front Ave., N.W., Grand Rapids, 
Mich., makes a_ handle-operated cash 
register with indication, selling for under 
$300. Designed for small businesses, it can 
serve anywhere a single ring-up, single to- 
tal indication cash register is needed. 





Called Model 80, the register has ring-up 
capacity of $99.99. It has commodity or 
department keys and transaction keys with 
enforced designation, a chart holder left 
of commodity row, and large, easy-to-read 
indication, clearly publicizing each transac- 
tion in large, legible figures on front and 
back of register. Visible dials with locked 
dial shutter, locked total and sub-total keys, 
locked in detail tape and single lock con- 
trol. Finished in durable Gatorhide gold 
finish, the Model 80 resists mars and 
scratches. For More Information Circle 
No. 131. 


REMOTE PLUG-IN DICTATION 


Scribe Distributors Co., 6949 West 
North Ave., Oak Park, IIl., announces that 
a plug-in junction box provides high flexi- 
bility for its magnetic tape remote dicta- 
tion system. The box consists of three re- 
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ceptacles for Scribe’s standard ten-pin plug, 
each of which interconnects with the 
others. Provision is also made for the 
separate entrance into and exit from the 
box of a ten-conductor cable. Two or more 
boxes can be combined, either through 
cable lead or by a plug, permitting more 
remote stations to be added as needed. 
System into which the unit fits consists of 


a Scribe SI-70 recording machine and one 
or more Miracle Microphone executive 
desk stations. All necessary controls for 
recording are in handle of microphone. 
Cable in each remote dictation station has 
a plug which enters the junction box. 
Cable from junction box enters the record- 
ing unit. This allows considerable flexibil- 
ity, since remote stations can be moved 
merely by detaching plug from box. For 
More Information Circle No. 140. 


ROTARY FILES 


Acme Visible Records, Inc., 2201 W. 
Allview Dr., Crozet, Va., makes Rotary 
Files that turn in Lazy Susan fashion at the 
touch of a button or twist of the wrist. They 
save up to 50% of floorspace, make up to 
a quarter of a million record or data files 
available in seconds to any of one to 12 
users seated at desks around the circum- 
ference. Available in both motorized and 
manually turned models, the Acme Visible 
Rotaries are custom engineered for large 
and small offices. Rotary diameters range 
from 40” for desktop models to 7712” for 
power Rotaries. Depending upon the 
model, from one to six reference tiers spin 
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work to users. The rotary principle is a 
practical answer to the dual problem of 
letting a file user remain at his desk, and 
still provide him with ample work space. 
It ends traveling between desks and files, 


and permits records to be easily used at 
point of housing. Suggested applications 
include billing, order dispatching, freight 
car tracing, inventory control and custom- 
er service. For descriptive brochure, Circle 
No. 154. 


INVOICING MACHINE 


Eichner Organisation, Unterlindau 21- 
29, Franklin/M, Germany, introduces the 
Eichner Notamat invoicing machine. Of 
handsome appearance, the unit consists of 


with 
which also can be used separately for cor- 


a steel desk an electric typewriter 


respondence. Controlled by a multiple 
selective control bar, different programs 
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are selected by the simple turn of a knob. 
The Eichner Notamat tabulates from 
column to column automatically, auto- 
matically multiplying the number of units 
by prices. If per 100 or per 1000, the 
decimal is correctly positioned. All totals 
and subtotals are listed with decimal 
separating dollars and cents. The calculat- 
ing unit has automatic multiplication and 
two accumulating registers connected by 
relays. The machine’s various functions 
are activated by a row of keys in front of 
the typewriter. For multiplication or addi- 
tion, the regular numeric keys of the type- 
writer are used. During operation, it is not 
necessary to switch over to a separate key- 
board or unit. A minimum of time is re- 
quired for operator training so that almost 
every typist can perform billing. The mul- 
tiple programing versatility of the machine 
also makes possible a variety of automatic 
computing operations not directly con- 
nected with invoicing or bookkeeping, a 
valuable feature for medium and smaller 
size firms. For More Information Circle 
No. 178. 


PENCILS 


Joseph Dixon Crucible Co., Dept. 99, 
Jersey City 3, N. J., announces Ticon- 
deroga pencils with a modish appearance 
stemming from a series of recent tests and 
surveys. To enable users to tell one pencil 
lead from another, Dixon now imprints 
Ticonderoga pencils with the words, extra 
soft, soft, medium, hard or extra hard. A 
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green panel stamped on the wood, along 
with the standard numeral and _ letter 
designation, makes identification simple for 
retailer and consumer. According to the 
findings of Dixon’s survey, consumers did 
not know meaning of designations such as 
1B, 4H, 2H, etc. Another detail of the 
new look for Ticonderoga is a modernized 
and enlarged logo, which gives the trade- 
mark a bright, fresh appearance. For 
More Information Circle No. 180. 
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INVENTORY FORM 


Wilson Jones Co., 209 S. Jefferson St., 
Chicago 6, IIl., introduces a stock in- 
ventory sheet which accurately accounts 
for obsolete or slow moving merchandise. 
The GrayLine inventory sheet provides a 
Marked Down Value column for recording 
out-of-date merchandise, its age and re- 
duced value. Realistic evaluation of older 
merchandise can mean important property 
tax savings. It also gives the company a 
more accurate profit and loss picture. It 
pinpoints areas where shelf space can be 
saved for fast moving, profitable items 
and acts as a guide to future purchasing. 


Vas Cf oss are 


“ayL ine “Saap-4-Ouy” — The Origisal Carten-Interieeved Inventory Sheet Se 





























In addition to padded single copies, sheets 
are available in two and three part Snap- 
A-Way sets for protection against loss or 
destruction of records. Insurance claims 
can be facilitated if a carbon copy of the 
entire inventory is kept in a vault where 
it will not be destroyed with the merchan- 
dise. Three-part sets also provide extra 
copies for accounting, purchasing and 
other departments. Three-part sets (44- 
293) packed 250 to the box at $12.50. 
Two-part sets (44-292) are packed 500 per 
box at $17.50. Single sheet pads of 100 
(604-91) are $1. For More Information 
Circle No. 146. 
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Mailing scale 
let you down? 


Old-fashioned scales are like old 
chickens—they get tough or tired. 
The tough scale underweighs, and 
your letters arrive “Postage Due” — 
annoying your correspondents, and 
earning ill will for you. 

The tired scale overweighs, and 
wastes postage. At 4¢ first class, and 
7¢ airmail, a few extra stamps a day 
can run into.a sizeable loss in a year. 

Either way, you can’t afford 
a scale that isn’t accurate, 


Get a precision Pitney-Bowes 
Mailing Scale. No springs—but 
an automatic pendulum mechanism 
that holds its accuracy year after year. 
The hairline indicator registers instantly 
and exactly—doesn’t waver. The large 
chart markings and big figures are easy 
to read, make weighing faster, easier. 
Avoid errors, save postage. 

Seven models to choose from, 
including an international rate scale and 
a 70 lb. capacity scale for parcel post. 
Ask the nearest Pitney-Bowes office to 
show you. Or send coupon for free 
illustrated booklet. 


Model 4900 for the small office FREE: Handy desk or wall chart of Postal 
has convenient postage computer Rates, with parcel post map and zone finder. 


ee ee ee jew ee ee ee ee eee ee 
PITNEY-BOWES PitNEY-BowEs, INC. 
3481 Walnut Street 


— 
Mailing Stamford, Conn. 
Scales Send free booklet O rate chart 0 


PiTNEY-Bowes, INC. 

3481 Walnut St., Stamford, Conn. 
Originator of the postage meter... Address 
offices in 121 cities in U.S. and Canada. 


Name 


bees cn cen cas eg eee ene see an eam oom 


For More Information Circle No. 278 





Want a cleaner way to dust? 
This “wonder fabric” is a must... 


SCOTCH BRAND 
Dusting Fabric No. 990 


Ideal for desk tops, counters, 

file cabinets. ““SCOTCH’’ BRAND’S special 
dust-absorbent fabric has hundreds of 
tiny traps that catch dust and 

hold it. Leaves no lint, no oily film. 

60 generous, long-lasting dusters 

in handy perforated roll—just $1.98. 
Ask your office supplier now! 


**SCOTCH’’ IS A REGISTERED TRADEMARK OF 3M COMPANY 


MMiienesora [fining ano [ffanuracruring company, 3M 


- ++ WHERE RESEARCH IS THE KEY TO TOMORRO 





LARGE-BOOK RACK 


Catskill Craftsmen, Inc., Grolier Bldg., 
575 Lexington Ave., New York 22, N. Y., 
announces the Redi-Rack which makes it 
simpler for offices, homes, schools and 
libraries to transport large volumes, such 
as telephone directories, from place to 


é 


place. Eye-angled tilted shelves add con- 
venience. Manufactured of choice, se- 
lected hardwood in natural finish only. 
Equipped with Bassick heavy duty, ball- 
bearing swivel casters with resilient, soft 
rubber tires; rolls smoothly and effort- 
lessly. Each shelf is 2242” long inside 
(45” of bookspace). Rack is 30” high with 
13” between shelves. For More Informa- 
tion Circle No. 218. 


COPYING PENCILS, BALLPENS 


Eberhard Faber Pencil Co., Crestwood, 
Wilkes-Barre, Pa., introduces a_ highly 
specialized line of special pencils and ball- 
pens, specifically researched, designed and 
produced for automatic machines. For 
some years, company has marketed special 
pencils for use in gelatin and spirit dupli- 
cator processes, and special writing in- 
struments for offset printing. The new line 
of pencils and ballpens is for copying 
processes such as diazo, photocopy, fac- 
simile, Verifax, Thermo-Fax and xerog- 


<—For More Information Circle No. 105 


raphy. They also market instrument for 
electronic test-scoring and mark-sensing. 
This pencil leaves a mark on card or pa- 
per that is electrically conductive. These 
processes also are adapted to inventory 
control and reportmaking. Mark-sensing 
machine reads pencil-marks and translates 
them into an understandable tabulation or 
report. Because it is often necessary to 
make notations on cards which are not in- 
tended for machine’s eye, Eberhard Faber 
produces a pencil that leaves markings in- 
visible to electronic machines. The new 


CONTROL SALES Saegy 


th 


line has 11 pencils and five ballpens of 
various colors and writing densities includ- 
ing Blak-Print and Fotorite pens; Litho- 
Print, Fotorite and Contak pencils. The 
Noprint pencil is made for marginal nota- 
tions and instructions not intended to be 
reproduced by photocopying. For More 
Information Circle No. 175. 


PROXIMITY ALARM 


Diebold, Inc., Canton 2, Ohio, an- 
nounces the Diebold Proximity Alarm 
which is activated when anyone either 
touches or approaches protected equip- 
ment such as safes, files or any other of- 
fice or plant equipment. The transistorized 
electronic system also signals if any part 
of it fails, if protected equipment is not in 
normal closed position and when its bat- 
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teries run low. Components are installed 
outside alarm area and bell may be at any 
remote location. System is tamperproof 
even when set for “day” operation. Ap- 
proved by Underwriters’ Laboratories, Inc. 
For More Information Circle No. 196. 


CONTROL TAPE 


National Vulcanized Fibre Co., 1058 
Beech St., Wilmington 99, Dela., offers an 
extremely thin, high-strength vulcanized 
fiber tape for use on tape controlled auto- 
matic equipment. This Peerless control 


tape is made of smooth, .0043” or .005” 
slate gray, red, or blue vulcanized fiber, a 
cellulose plastic tape combining high ten- 
sile and bending strength with flexibility. 


Its tensile strength is better than 6000 psi, 
and it has high density, low porosity, ex- 
cellent abrasion resistance and is easily 
punched. Tape will not stretch out of shape 
during use, an important consideration in 
photocell activation of equipment where 
light must pass through precisely located 
holes in the tape. Because of its low co- 
efficient of friction and freedom from im- 
purities, this tape produces a minimum of 
wear on perforating and feeding equip- 
ment. It falls between paper and polyester 
film in cost and wearing properties. At a 
tape speed of 620 rpm it has an estimated 
maximum life of 20,000 cycles while pa- 
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per, at half the cost, has an estimated 
maximum life of 2,000 cycles and poly- 
ester film, at six times the cost, has an 
estimated life of one million cycles and 
over. For More Information Circle No. 
176. 


OFFSET PLATES 


American Type Founders Co., Dept. O, 
200 Elmora Ave., Elizabeth, N. J., offers 
the ATF Lithomaster line of p‘astic plates 
and chemicals for small offset presses and 
duplicators. ATF Lithomaster plates come 
in 10” x 15” through 17” x 22” sizes, either 
presensitized for photographic exposure, or 
direct image plates. Plates have a thick 
white plastic coating on the working sur- 
face similar to lithographic stone. Pack- 
aged in quantities of 100, plates are easy 
to handle, work and print. Clean, crisp 
copies in short, medium and long runs are 
produced swiftly and economically on all 
offset duplicators. Single-step processing 
makes the presensitized plates easy to pre- 
pare. After plate is exposed in vacuum 
frame, surface is wiped with ATF De- 
sensitizer and run on the duplicator or 
printing press while still moist. Image is 
immediately visible upon exposure, mak- 
ing it unnecessary to develop or otherwise 
test plate to see if it is properly made. In 
all other ways plate is handled the same 
as standard zinc or other presensitized 
plates with quality results equal to zinc, 
and superior to conventional paper plates. 
Plates are rated at 5000 copies though 
larger runs are possible under optimum 
conditions. An ATF Gum Solution is avail- 
able to prepare plates for filing after use. 
ATF direct image plates come in four 
grades: (1) short run, up to 500 copies; (2) 
medium run, up to 1250 copies; (3) long 
run, up to 2500 copies; (4) Zerox, up to 
1250. Image may be applied directly by 
typewriter with silk ribbon, carbon ribbon, 
or special pens, pencils, crayons, etc. Im- 
ages of type, linecuts, and halftones also 
may be applied by a proof press. ATF All 
Purpose Etch is recommended to clean 
plate prior to printing. Also available is 
a filing solution for plate storage, a cor- 
rection fluid for use with carbon ribbons, 
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your company 
is judged 
by the office 
you keep 


This Cole Steel office affords a discriminating set- 
ting combining luxury withefficiency,comfort with 
quiet good taste. Desks, credenza, settee and chairs 
harmonize in texture as well as color... and are 
constructed to last a lifetime. Here is but one ex- 
ample of how Cole Steel office furniture creates the 
office you want...the impression you want to give. 


Cole Steel gives you the distinctive atmosphere 
that reflects the character of your organization, 
and makes your office an inspiring place to work. 
See for yourself why Cole Steel is so far ahead in 
the office equipment field. Send for our FREE color 
catalog .. . today: Cole Steel Equipment Co., Inc., 
Dept. 37, 415 Madison Ave., New York 17, N. Y. 


COLE STEEL 


NEW YORK CITY * CHICAGO ¢ PHILADELPHIA * LOS ANGELES * SAN FRANCISCO * HOUSTON ¢* ATLANTA ¢ 


TORONTO, CANADA 


For More Information Circie No. 375 





and a complete line of silk typewriter rib- 
bons, pens and pencils. ATF Fountain 
Solution Concentrate, for duplicators and 
presses running presensitized or direct im- 
age plates, is available. For More Informa- 
tion Circle No. 150. 


FURNITURE 


Leopold Co., Burlington, Iowa, an- 
nounces the Template Group of wood of- 
fice furniture designed by Charles U. 
Deaton. High styled units, produced 
through quantity production methods, 
make it economical for use throughout 
the general office. According to the de- 
signer, the group fills a need for furniture 
that is “entirely compatible” with modern 
office decors. Interchangeable components 
allow unlimited combinations for execu- and Naugahyde trim. Either closed or open 
tive, secretarial and clerical offices. The wells are available, with short or long out- 
Template Group includes executive L- rigger legs. Tops match the case or are 
desks, bi-level L-desks, double pedestal finished in woodgrain laminated plastic. 
and conference desks, tables, cabinets, Drawer placement is flexible, allowing 
chairs and credenzas. All combine veneer personal arrangement upon delivery, and 
finished walnut with brushed metal legs interiors may be equipped with organizers, 


\ y 
"o> HEADS INTERCHANGEABLE 
are better than J” 3: ’ j 


Quick Changeover of Labeling Heads Multi- 
plies the Money-Saving Benefits of this 


CHESHIRE New #4700 


ROTARY HEAD APPLIES 7 R-4600 


« e CUT OR INDIVIDUAL UNIVERSAL ROTARY HEAD 
abeling Machine iss ene eee iar 
vnqunmed) "ie. = 2M" > »\ rip ond morrow tape 

NOW you can label ALL of your jobs with “78 "14,000 per br pSoma. 7 sas 

MODEL E’s high speed and automati P 

accuracy. No wasted labels, no skipped 

pieces, regardless of label type used. In- 

stant changeover to proper head lets you 

apply the desired type of label to practi 

cally any class of printed material 


MODEL E 


If CUT labels ONLY cre to be applied, Model 
E can be supplied with the R-4700 Rotary 
Head in lieu of the Roll or Tape Strip Head. 





Fully ic label application. Feeds, cuts, 

gives and attaches pre-oddressed labels— 

re-loads labels and give without stopping 

machine. 

Labeling Heods also available os seporate TNVESTIGATE NOW 
units for vorious machines not monvfactured ...NO OBLIGATION 
by Cheshire. 


CHESHIRE, INC. 
1644 NORTH HONORE STREET © CHICAGO 22, iLLINOIS 
For More Information Circle No. 432 
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“We needed the 
extra sell of color 
... but we couldn't afford it” 


Why limit your brochures and catalogs to one-color printing when 
color adds so much? The REX-ROTARY D-280 prints eye-catching, 
sales-building literature in two or more colors — right in your own office. 

The D-280 is easy to operate, and extremely economical. Reproduces 
photos, illustrations, any size or style ‘of type, in black or in colors. 
This ultra-modern twin cylinder mimeograph gives you professional- 
look printing but spares you the costs of outside printing. 

Prints thousands of copies—fast, automatically. Stops automati- 
cally, too. Sealed ink cartridges prevent messy fingertips. Unique ink 
control assures uniform printing. And, at the touch of a lever, letter- 
size stencils print without masking (a REX-ROTARY exclusive). 


Would you also like to know the OFFICE printing press 


about the exciting ELECTRO- 
REX stencil-maker? Completely 
automatic, it “‘etches’’ stencils 
electronically. At the flip of a LA 
switch it transfers, to the stencil A AG 
or offset plate, type proofs, Ze 

clippings, photos, drawings— at EL 


exactly like the original. . 
For full information, or dem- : 

onstration, send coupon. REX - ROTAR Ys 

ee 

Rex-Rotary Distributing Corporation - 387 Fourth Avenue, New York 16, N. Y. » MU 4-5405 


[_] send me detailed literature 


| am interested in office printing. Please 
sea — , . ["] arrange to show me a demonstration 


Name 7 Title Firm 


Address o: Phone 


For More Information Circle No. 292 
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a pen... 


The fast, clean 
way to paste... 


A DOT 


AND IT’S 
DONE! 


SPECIAL 


ory 
tRODUCT 
- OFFER 


Free Refills 
paste Pen- - 
‘49 wi 


ach EXEC 


counts. a 
av ailable- 


‘ SOLD BY 1. 
Office Supply 


A Product of EXEC Manufacturing Corp., N. Y.C. 


Representative 


/EXTES? 


PASTE PEN 


The EXEC Paste Pen is the quick, 
neat way to paste. No more gluepot 
mess ... it never leaks, gums up or 
dries out. Economical, too .. . you 
“‘penpoint”’ the paste exactly where it 
is needed without wasting a drop. 
Just one or two dots are sufficient for 
most jobs. Adhesive is amazingly 
strong, dries in seconds and rubs off 
clean. Pen ready-filled with 5,000 
paste dots. 


HAVE YOUR 
“GIRL FRIDAY” 
TEST THE EXEC FOR... 


Use as a ‘‘liquid stapler’’ 
or paper clip. 

Scrapbooks and record files. 
Attachments to legal 
documents. 

Package wraps. 

Mounting on windows, 
walls and bulletin boards. 








For More Information Circle No. 287 
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stationery trays and pencil racks. Twin 
drawer pulls can be grasped from any 
angle. For illustrated brochure, Circle No. 
172. 

ERASERS 


Weldon Roberts Rubber Co., 
Ave., Newark 7, N. J. introduces its Twin 
Jet eraser for pencil, ink and typewriting 
and other machine writing. The Twin Jet 
has an attractive re-fillable holder of clear 
plastic, containing two erasers, inserted 
end-to-end. One is 
red rubber for 
erasing pencil and 
for cleaning. The 
other is gray rub- ; 
ber for erasing ink i 
writing, typing and Mn 
business machine 
writing. Each is 
over 2” long and 
diameter is ap- 
proximately that 
of a pencil. Length di 


of eraser extend- 
@izis 


365 Sixth 


ing from holder 
can be _ regulated 
by unscrewing nib 
at either end. The 
Twin Jet is about 
the size of a ball- 
pen and it has a 
pocket clip. Eras- 
ers are of fine 
quality rubber. 
Properly used they 
will not smudge or 
tear even fine pa- 
pers, nor wear 
them thin. Both 
erasers are avail- 
able in refill pack- 
ages. Weldon Rob- 
erts also offers a 
complete line of 
Jet 41%” long eras- 
er sticks in a clear 
plastic holder: No. 
825 (red rubber) 
for pencil, No. 827 
(gray rubber) for 
erasing ink, typ- 


Keith Clark, Inc. 
1451 Broadway 





The Calendars That Work For You 


New York 36, N.Y. 
Phone: LA 4-4895 


ing and business machine writing, and No. 
838 (green rubber) for erasing ballpoint 
writing and India ink. Each is available 


either with pocket clip or with an attached 
brush to whisk away eraser crumbs. Refills 
available in each eraser texture. For More 
Information Circle No. 152. 


(sy ay-\ ef = 
ENGINEERED 
4° CALENDARS 


DEFIANCE 


Complete Line of Desk Calendars 
models for every business office need 
Order from your Stationery Supplier 
or direct. Write for catalogs 


The Standard of the Stationery World 


Defiance Calendar Co., Inc. 
1451 Broadway KOa 
New York 36, N. Y. bae | 
} me - 
| re ) 


Phone: LO 3-2336 A S) 











For More Information Circle No. 436 
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It Cleans... 
Lubricates ... 
Quiets ... Protects! 


Frees sticky keys .. . 
Ends Seizing and Binding. 


READY-TO-USE “ONE-FOR-ALL”’ 
TECHNILUBE 1000 Cleans office 
machines, imparts low temperature 
lubricant, adds smooth operating 
quietness. Use in shop tank, 
agitator, or from 5-gallon shipping 
pail with lid snipped out. Use in 
office from quart or gallon 
container to speed inspections, 
wipe cases, keys, painted dials, 
plastics, to free sticky parts. Cleans 
metal furniture, linoleum, files, 
mailing equipment. 


Dealers use TECHNILUBE for Friden, 
Remington, Marchant, Monroe, Under- 
wood, Royal, Facit, Victor, Olivetti 
products. 

1 Gal. $3.92; 6 Quarts $9.00; 5 


Gallons $19.10; 55 Gallons $199.10, 
Freight Prepaid, U.S.A. 


OFFSET PAPER 


Wausau Paper Mills Co., Brokaw, Wis., 
offers a colorful paper specimen kit on 
their new BroKote, a bright white pig- 
mented offset printing paper described as 


containing the desirable printing charac- 
teristics of a quality coated offset plus the 
strength of a fine, uncoated sheet. Included 
in the kit are outturn samples of BroKote 
and one and two-color actual printing 
specimens. For the sample kit, Circle No. 
219. 


CONTROL TAPE 


Dobeckmun Co., Box 6417, Cleveland 1, 
Ohio, announces longer lasting and more 
durable tape for punched tape machines. 
Mylar and paper are combined in their 
Mechanical Control Tape for extreme tear 
resistance, low fiber content, and greater 
dimensional stability. Holes can be punched 
cleanly and accurately. Tape is unaffected 
by climate and humidity and identifying 
marks can be written on it without causing 
any damage. Dobeckmun has developed 
other combinations of Mylar, paper and 
foil such as photoelectric tape and Dura- 
lam card stock to meet the precision needs 


Technilube 


Dept. O-1, Napa, California 
For More Information Circle No. 430 


of highly complex control systems. For de- 
scriptive booklet, Circle No. 141. 


to 
i) 
ia) 
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AUTOMATION FOR PUNCH CARD CHECKS 
BEGINS WITH THE NEW F & E 
KEYPUNCH PROTECTOR 


Eliminates Key Punch Errors 


8 bank model has built-in key- 
punch mechanism. Automati- 
cally punches amount in tab 
card checks and money orders 
as they are imprinted. 


Regulation IBM code punch- 
ing in consecutive columns. 


w SINGLE OR MULTIPLE 
COPIES 


w INPUT AT THE SOURCE 


Can be combined with the Royal Companion 
Check Signing and Dating machine to punch, 
protect, sign and date in one operation. 


x S&S SS 


THE HEDMAN COMPANY 
CHICAGO 14, ILLINOIS 


(Mail Coupon) 


THE HEDMAN COMPANY 
1158 W. Armitage Ave. 
Chicago 14, Illinois 


Please send information on the new Keypunch Protector. 


INDIVIDUAL 











For More Information Circle No. 273 


THe Orrice—January, 1960 





Perfectly = 
Aimed... _ 


= 


pec) ‘MATIC 


POSTING « 


EQUIPMENT 
hits the mark 


in office efficiency 


we P.E.C. keeps pace 
faded with modern 
office procedures 


MATIC 
NG TRAYS 
ND STANDS 


PORTA-MATIC 
POSTING TRAYS 
AND STANDS 
om fe 
TILT-O-MATIC 
TRAYS 


(For Register Forms) 


— 


V-MATIC TRAYS 
(Smoll Capacity 
Containers) 


EXPANODI- 
MATIC 

(Designed for instal 
ctions where space 
is of o premium.) 


Write today tor complete catalog 


MEAD-LEE Associates 
SOLE DISTRIBUTORS FOR 


POSTING EQUIPMENT 


1721 Elmwood Ave., Buffalo 7, N. Y. 


For More Information Circle No. 429 
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ADDING MACHINE 


Remington Rand Div., Sperry Rand 


| Corp., 315 Park Ave. South, New York 10, 


N. Y., makes the full-keyboard electric 
adding machine designed to complete the 
company’s full line of ten-key adding ma- 
chines and calculators. This is a 19% Ib. 
heavy duty, fully-featured machine with 
greater operating speed as_ result of 
twin add bars, twin total keys, direct sub- 
traction and electric repeat for multiplica- 
tion. All features are on the keyboard for 
fast operation. Keys, with inlaid numerals 


and symbols which cannot come out, are 


| designed for easy finger-tip control, with 


color separations between 10's, 100’s, and 
1000’s. The machine will list up to $99,- 
999.99, and total $999,999.99. It is ideal 
for payroll work, sales, invoices, state- 
ments, cost accounting, accounts payable 
and receivable, stock count and billing. A 
sub-total bar prints totals without clearing 
the machine. It can be touched as often 
as is necessary without affecting amounts 
in the machine. The paper tape double 
spaces automatically after each total or 
sub-total. A printer dust cover prevents 
pile-up of paper dust which might other- 
wise act as an abrasive on internal mechan- 
ism. Keyboard is self-correcting; correc- 


| tion key is used only to clear an entire 
amount from keyboard. The machine is 
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| New 


GOODKIN 
VERTICAL 
18” 

| CAMERA 


Provides 3-way savings... 
more exclusive features 
than any other make! 





Savings start 


RQ’ 


ise Vertical 18 
‘ 80 DeIOM 
mance at 


+ 
Ul 


5 ahd save 


SJ 


work out. It 
(CTolelel diam day! 


négative, pl 





with your order of the new, pre 


Its low $1095 price ts at least 


7; ymeras offering fewer 


Ivantages. Ir peration Ou 


i y 
) Colore) ©h’aar- 1 ale man) €- } Gum 1 0)-) 6am O | On Ce) 


hours now wasted in sending 


P + 1a } sill + \A > 
payS tO get the fu story W rite 











GOODKIN 


The M. P. GOODKIN CO. 
Dept. A ¢® 112 Arlington Street ¢ Newark, New Jersey 


For More Information Circle No. 308 








The world 
of letters 
relies on 


PRECISION TYPEWRITERS 


e«.« to do the job— 


easier, faster, finer! 


Olympia precision typewriters— 
standard and portable—are 
preferred the world over for their 
quality, value and ease of operation. 
Fully-equipped with the most 
advanced and worthwhile typing 
features, an Olympia turns out the 
most exacting assignments easily 
... with crisp—uniform— 
and distinctive results. 
With over 50 years of 
manufacturing experience, every B uiseeie 
machine is precision-built to the Ae ADRD RD AS 2 
highest standards—assuring : 
quiet, consistent, trouble-free 
performance year after year. 


SS 


SG-1 Standard Office Typewriter 


> Authorized Sales & Service 
Of ites the World Over 


OLYMPIA DIVISION 

inter- Continental Trading Corporation 

90 West Street - New York 6, New York 
For More Information Circle No. 324 
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SF Lightweight Portable 





said to be unusually quiet-operating, and 
its internal 


TAB CARD TRAY FILE 


Diebold, Inc., 
nounces a steel 
for vertical processing trays. This permits 
assembly of individual units to any de- 
sired height and/or width. Units lock to- 
gether side-to-side, top-to-bottom and 
back-to-back without requiring special 
tools or extra materials. As a result, out- 
standing installation flexibility is possible 
and files can be installed to fit the space 


Canton 2, Ohio, an- 


at hand, making use of floor areas ordi- 


narily wasted. Diebold units serve efficient- | 


ly as room dividers when erected to coun- 
ter height, and as easily-accessible point- 
of-use reference stations when assembled 
to desk height. If desired, they can be 
erected as high as the ceiling. Ideal for 
storage and active reference, these files for 
vertical processing trays permit fast, con- 
venient and complete visibility of primary 
indexing areas on cards at point of use. A 
positive drawer stop forestalls accidentally 
pulling tray out of cabinet and consequent 
card spillage. A reinforcing steel bar com- 
pletely surrounds inside perimeter of each 
unit to carry the weight of units on toy. 
Vertical center brace provides extra 
strength. Vertical processing trays siide 
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parts are rust-resistant for | 
long-term use. It retails for $169.50 plus | 
tax. For More Information Circle No. 191. | 


Modular Reference File | 





CONVENIENCE P&dd... 
with these top-quality 
Waldon Robes Eranann 


TOP FLIGHT TEXTURES ... 


erase pencil, ink, ball point, typewriting, 
business machine writing. 


TIME-SAVING “POINTING”... 


right at office workers’ desks 


Pull the string and you 
“point” these erasers! 


The handy, pencil-size eraser 
sticks are cased in spiral- 
wound paper. Pull the 
wrapped-in string. Paper 
spiral unwinds. Eraser is 
“pointed”! 
7 “NO. 448 GREEN GLOW (Soft 
m green rubber). Erases pencil. 
§ Also removes surface carbon 
from carbon ribbon impressions. 
one... 

NO. 378 GRAYPOINT 
(Business-like gray rubber) re- 
moves the final image. Erases 
ink, typewriting and business 
machine writing too. 


NO. 138 BALL POINT (New for- 
mula green rubber) particularly 
developed to erase ball point 
ink and lead. 


NO. 258 INDIA INK. (Fine 
green rubber). For erasing In- 
dia Ink and work from opaque 
pencils 2H and harder. 


SAVE WORKERS’ TIME 
AND TEMPERS 
ORDER A SUPPLY OF 
WELDON ROBERTS 
PAPER-WRAPPED ERASERS 
FROM YOUR STATIONER! “= 
ij WELDON ROBERTS RUBBER CO. 
345 Sixth Avenue Newark 7, N. J. 


World's Foremost Eraser Spec V 


in conven.ent 
PAPER WRAP with 
gy PULL STRING for easy 
e pointing Z 











*< Correct Mistakes in Any Language 


TS Ke 
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easily in and out of files since friction is 
minimized by nylon insert buttons in 
cabinet floor on which trays ride. Files are 
also available with casters for mobility 
between processing stations. A_ built-in 
handle facilitates moving units but does 
not prevent their being backed flush against 
walls. Files are available in a wide choice 
of top finishes such as laminated plastic, 
stainless steel and baked enamels. A base 
raises units above floor level where cards 
could be damaged during mopping and 
cleaning. For More Information Circle No. 
174. 


INTERCOM SYSTEM 


Dictograph Products, Inc., 95-25 149th 
St., Jamaica 35, N. Y., has replaced three 
separate intercom systems that it made 
with a transistorized one that incorporates 
all services of the other three and has new 
features including a memory, faithful re- 
production making voices recognizable, 
complete privacy and polite right-of-way 
priority. System comprises executive, 


-.- DECREASE OFFICE MACHINE NOISE 


master and personnel stations requiring no 
switchboard operator and providing 100% 
utilization of trunk lines. Can be linked 
to a central dictating facility, paging system 
or music distribution center. Special func- 
tions such as drawing drapes, opening 


50% 


with Wlddeene- ACOUSTORS 


Clattering office machine noise 
is reduced by ‘50%"' or 
more the minute you install 
Watkins sound conditioning 


“ACOUSTORS". 
The ORIGINAL cabinets for 


noise treatment can increase your 
operating efficiency and accu- 
racy, while adding beauty and 
lending a semi-private atmos- 
phere to all your office machines. 


. - « For economical, practical 
noise control, write WATKINS 
INDUSTRIES today for full in- 
formation. 


pod detyed- \NDUSTRIES 1320225. 


L +. = e-celelllaa 
, 


ad . 


MODEL No. TE 3148 


Please give machines measurements, makes, and models. 


SUPERIOR STREET 


“FIRST IN SOUND CONTROLLED 
OFFICE MACHINE CABINETS" 


For More Information Circle No. 460 
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Now...you can get 


BEAUTIFUL COPIES 


on BOND or 


OFFSET PAPERS 
without slip-sheeting 


by using new..... 


co 


JETDRY 





























INK 





















































‘in your stencil 








Saves time —ink— paper because 
it dries so fast...sets so hard 
It’s amazing —what a difference 
JETDRY makes! “The finest ink in 
my 30 years in this business,” says 

one customer. 


Jetdry is an entirely new concept 
in duplicating ink. It dries so fast, 
sets so hard —there’s nothing to 
equal it for Bond or Offset papers 
or postcards ...no other ink which 
gives that “press-printed look” on a 
wide variety of jobs you normally 
have printed outside. 

Jetdry saves paper too, because 
even the first few copies are perfect. 


ohobevecercunbers 
machine 


With Jetdry, it’s self-cleaning — 
simply place your stencil in a file 
folder. No washing is necessary. 

For full information, attach 
coupon below to your letterhead 


and MAIL TODAY. 


MILO HARDING COMPANY eE::. 1904 
Monterey Park, California 


San Francisco — Pittsburgh — Los Angeles 
Washington, D.C.— Mexico D.F. 


Milo Harding Company 


141 Tempo Bldg., Monterey Park, California 

( ) Please send FREE Tempo 
Jetdry Ink booklet 

( ) I'd like a free demonstration in my 

stencil duplicator 





| Name 
| Company 


| Address ° 


Manufacturers of America’s most complete line of stencil duplicators and supplies 








—_— 
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doors, rolling out a bar, etc., can be adap- 
ted. Individual stations can operate at dis- 
| tances up to 3000 ft. (S000 ft. under opti- 
| mum conditions); or much larger distances 
| (one installation covers 16 miles). Execu- 
tive station offers hands-free operation, 
right-of-way priority, two channel ampli- 
| fier and conference circuit. Handset can be 
added for privacy. Master station also has 
conference facilities. Both cabinets can 
take various size systems. Personnel sta- 
| tions for limited calls such as to store- 
room, mailroom, files section, etc., are 
available as wall or desk units. Almost all 
can be called by any number of stations. 
Magic-eye indicates who is calling and 
automatically leaves an indication. No one 
can break in on a call but personnel know 
if executive wants them. Calls are signalled 
monae"o" | by red lamp or one-stroke chime. System 
odel E-15R , 2 
Horter Chair | can be integrated into automatic dial sys- 
| tems. For More Information Circle No. 
DRESS UP YOUR OFFICE CHAIRS 148. 
In smartly styled, durable, slip-on 
covers that onthe seating comfort MACHINE PANEL WIRES 
and improve office decor. | Edward Ochman Systems, Box 141, 
Easy-to-apply Coverteers in a variety Fairfield, Conn., makes Machine Panel 
of quality fabrics recommended by Wires which eliminate difficulties caused by 
leading manufacturers—will fit more back circuits in punched card machine 
than 100 models of secretarial and 
executive office chairs. 





Write for literature today. 











Covercraft 
Company, Inc. 
GOSHEN, INDIANA 





For More Information Circle No. 426 


SECURITY BRAND 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Write for Circular 
and Prices 


wiring panels. Equipped with strong silicon 
CAN-PROG,- oe Peta ee ee 
ie rectifiers, Ochman panel wires allow 

30 E. McWilliams St. ; el : 
Fond Du Lac, Wis. current to flow in only one direction. The 
data processing installation that has a 
supply of these wires will reduce wiring 

For More Information Circle No. 427 
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bash in the prestige of new modular 
H-O-N desks. Handsomely designed and fin- 
ished. 


enthuse office personnel with the color 


and style of H-O-N desks. 


stimulate imaginative performance 


with the atmosphere that H-O-N desks create. 


= 
obtain greater efficiency through the 
functional features that H-O-N work center 


arrangements offer. 


e 
tailor the units to your space. Get the 


flexibility of H-O-N modular components. 


wJINIT NOITIIN.. 


SuSsad 


Aa 


e 
harmonize or contrast to your office 
& -O-N decor through a choice of 7 drawer front colors, 


3 top colors, 3 body colors. 
OFFICE EQUIPMENT 


ask your regular office equipment dealer 
or write to H-O-N Co., Muscatine, lowa. 


This U-Shaped work center consists of an H-O-N desk, a side unit, a credenza. 


t 


For More Information Circle No. 309 
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HAMILTON | 


STUB-SET | 
FORMS 


Yes, Hamilton makes it so easy. 
Just a snap on the perforated 
border and your multi- 


copy carbon forms are 
quickly separated. 


Write for samples ond prices on size 
and number of copies you require. 


{Also available on NCR 
NO-CARBON paper) 


ALUMINUM STUB-SET HOLDER 
® Thumb control 


® Hinged writing plate 
© Storage compartment 


Write for quantity prices 


THE HAMILTON 





Mag OR a 


For More Information Circle No. 425 


time and speed the elimination of back 
circuits. Available for all equipment where 
back circuits occur, such as IBM models 
407, 403, 402 and 602A. For More In- 
formation Circle No. 110. 


TAB CARD FILES 


Monarch Metal Products, Inc., New 
Windsor, Newburgh, N. Y., makes Mon- 
arch Super Grade A _ full suspension 
punched card files in three models with 
30, 22 and 15 drawers and respective 
capacities of 115,000, 84,325 and 57,500 
cards. A fingertip release makes 11,500 
cards visible at one time. All drawers are 
interchangeable (with or without locks). 


Angled label holders show a full card. 
Side-locking, double roller compressors are 
free operating forward or backward; lock 
rigidly and release with only fingertip 
pressure. A reference-V is formed as soon 
as compression is released. Each drawer 
cradle rides on ten steel roller bearings 
and trays ride on long wearing, silent 
nylon glides. A 10” high base with storage 
drawer is available for all files. Finished 
in baked-on gray enamel to match other 
Monarch data processing auxiliary equip- 
ment. For literature with complete specifi- 
cations, Circle No. 108. 
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Modern 
Offices 
Invoice 


Automatically! 


EICHNER 
Hotamatkt 


The machine with fully automatic controls. Change programs by 
simply turning a knob. Extremely fast. This is truly the perfect 


AUTOMATIC INVOICING MACHINE 


for the most efficient operation. It belongs in every modern account- 
ing department. Full particulars from 





FICHNER-ORGANISATION 


Unterlindau 21-29, Frankfurt/M, Germany * Telephone: 723651 * Telex: 04-12056 
For More Information Circle No. 294 
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Pe ERR 
Don't break your back 
digging up buried information! 


LOCATE YOUR RECORDS EASILY—No more fussing 
and fuming. With Pronto files your records are 
as active as your regular files. 

BEAUTIFUL APPEARANCE—Finish in attractive 
olive green to match your regular office files. 
STURDY CONSTRUCTION—Built of 275 Ib. tested 
corrugated fibre board... reinforced with steel 
on the shell and the four corners of the drawers 
as well. 

SAVE FLOOR SPACE—Prontos are constructed to 
interlock into solid units and stack as high as 
the ceiling. 


PRONTO 


STORAGE FILES 








£ 


SALES GOED a 


ls 


Legal Size $4.55 


Letter Size 


$3.70 


Prices slightly Migher 
m Texas, Colorate 
West of the Rockies and 
outside the USA 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N.Y, 
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Check Size $2.50 


CHECKSIGNER 


Todd Co. Div., Burroughs Corp., 1150 
University Ave., Rochester 7, N. Y., in- 
troduces a high-speed checksigning ma- 
chine for maximum disbursement protec- 
tion. Field tests of the Burroughs T-141 
Controlled Facsimile Signer revealed that 
it averages speeds of more than 5000 
checks an hour, while maintaining a high 
degree of disbursement efficiency. It has 
a locked vault in which signed checks are 
deposited and a nonresettable counter. 


Two ink fountains, similar to those used 
on printing presses, allow any combination 
of two colors to be applied in one opera- 
tion, for protection, as well as advertising 
appeal. It is more difficult to forge multi- 


| color checks than one-color ones. In two 


years of field-testing, there was not a single 
breakdown in models which signed 2% 
million checks. Ink used offers greater 
printing flexibility than previously avail- 
able and allows reproduction of halftones. 
Dye-base ink also prevents transfer of 
smudges to other documents. In its most 
advanced form, the T-141 costs $1255, and 
is available for as low as $1135. Designed 
to complement modern office equipment 
and furniture, it signs documents from 
6” x 9” to 2%” x 8%". For More In- 
formation Circle No. 113. 
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William H. Donaldson, left, Upjohn’s assistant chief 
accountant in charge of data processing, points out 
to Ray T. Parfet Jr., center, vice-president, the high 


quality and contrast of a reduced-size xerographic 
copy of an original sales report held by Edward C. 
Ritsema, head of the duplicating department. 


Upjohn Saves 8 Days a Month 
on Sales Reports to Field 


The Upjohn Company, one of the coun- 
try’s leading pharmaceutical manufactur- 
ers, mails a sales analysis report to each 
of its salesmen monthly. Copies of the 
report are also sent to members of the 
company’s sales management. Five or six 
copies of each report may be needed, a 
monthly total of approximately 17,000. 

Before Upjohn installed a XeroX® 
Copyflo® 11 continuous printer, it re- 
quired an average of three or four hours 
by conventional copying methods for Up- 
john’s reproduction department to turn 
out the necessary copies for just one of 
the company’s 18 branches. 

Now, the same work is done in 14 min- 
utes, and monthly sales reports are reach- 
ing the field six to eight days sooner than 
ever before... thanks to xerography. 


XeroX Copyflo continuous printers turn 
out dry, positive prints,on ordinary paper, 
offset paper masters, or intermediates at 
the rate of 20 linear feet a minute. 

Copyflo printers enlarge, reduce, or 
copy size to size. They offer the fastest, 
most flexible, most inexpensive way to get 
copies precisely like the original from 
microfilm or opaque documents. 

Write for booklet X-287 for full details. 
HALOID XEROX INC. 
60-216X HALOID STREET, ROCHESTER 3, NEW YORK 
Branch Offices in Principal U. S. and Canadian Cities 
OVERSEAS: RANK-XEROX LTD., LONDON 


HALOID 
XEROX 


For More Information Circle No. 275 
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Like Standing 


ona Cloud 














HYGIENIC 


Foot Comfort 


MATS and RUNNERS 


Fatigue caused by standing on hard floors is 
eliminated when Hygienic Foot Comfort Mats 
are used. They offer restful, relaxing 
support to those who must work stand- 

ing — quickly pay for themselves with 
increased efficiency. Available in 8 
decorator colors with all edges beveled 

for safety and appearance. 





HERE'S THE SECRET... 

A beautiful rubber tile flooring bonded 
to a sponge rubber base provides proper 
support without being “mushy.” 

See your OFFICE SUPPLY DEALER 

or write to: Flooring Division, Dept. E 


THE HYGIENIC DENTAL MANUFACTURING CO. 
AKRON 10, OHIO, U.S.A. 


For More Information Circle No. 279 





BATCH COUNTER 


Standard Instrument Corp., 657 Broad- 
way, New York 12, N. Y., announces the 
re-design of its electronic batch counter, 
Tally-Counts, which now serves as a com- 
plete materials handling instrument, suit- 
able for all types of batch counting, ma- 
chine cycling and packaging operations. 
The Tally-Count is available with a wide 
range of plug-in sensing devices. Warning 
pre-sets in double and triple pre-set decades 
furnish signals before final count is 
reached. Decades may be pre-set to de- 
celerate a motor, for example, to prevent 
the abrupt stop of a high-speed operation. 
Photoelectric amplifiers, which plug in as 
an integral part of the Tally-Count chassis, 
convert photoelectric signals into counting 
pulses at up to 100 per second. Photoelec- 
tric sensing units count and inspect pro- 


ROL-RACK 


FIVE FEET OF 
SHELF SPACE 
Used By 
Thousands of 
Industries, Schools, 
Libraries, ete. 

U. S. Govt. 
STURDY & DURABLE 
Choice selected 114” 
hardwood. Sloping shelves 
angled for title reading, 
doweled and _ bolted to 
assure durability. Side- 
riveted swivel casters by 
Bassick with resilient rub- 
ber tires. Rolls smoothly 

with a full load. 


Walnut Finish or 
Natural Wood Finish 


. 13” deep, 
high. 


14” between shelves 


duction parts without contacting the mate- 
rial controlled. Footage-yardage counter 
provides accurate, high-speed control of 
material length for coil-winding, roll-fed 
printing, textile weaving, etc. This counter 
operates by riding a wheel on the surface 
of the material. Built-in photoelectric eye 
feeds counting signals to Tally-Count, 
permitting accurate cut-off at any desired 


ATTENTION 
It's here—a mobile office 
unit—New, Functional. 
oooltrolls 00 o 


F.O.B. Factory 
Stamford, N. Y. 
Weight 49 Lbs. 


A Subsidiary of The Grolier 
Society, Inc. Publishers of 
The Book of Knowledge and 
Encyclopedia Americana, 


CATSKILL CRAFTSMEN, INC. 


Grolier Building 
575 Lexington Ave., New York 22, N. Y. 
For More Information Circle No. 423 


THe Orrice—January, 1960 





2000 | 22 Y_ ation co these pluzin asses 


sories, Tally-Count offers a number of 
operating advantages. For remote control 
operation, additional relays in power 
chassis permit count re-set or control relay 
release through remote switches, even at 
extreme distances. Addition of a fifth 
decade increases Tally-Count’s batch 
counting capacity to 100,000. Counting 
tubes automatically set to zero with appli- 
cation of power, insuring a complete batch 
count from the very start of the operation. 
Price of Tally-Count has not been in- 
creased; basic three-decade unit is $295. 
For descriptive literature, Circle No. 121. 


UPHOLSTERY FABRIC 


Landers Corp., Toledo 1, Ohio, intro- 
duces Ventilan, a vinyl upholstery fabric 
produced by an exclusive patent-pending 
Landers process. Ventilan combines the 
practical advantages of vinyl with the 
textures and comfort of a ventilated up- 
holstery in a material that is cool, clean- 
able and comfortable. Vinyl is applied by 


the ORIGINAL 
telephone shoulder cradle 


Retains leadership in its field. 
Frees both hands while phoning. 


Adjustable for left or right 
shoulder use. 


Made of durable Tenite plastic. 


Fits ALL handset receivers a continuous method instead of the con- 
in the U.S.A. ventional deposit method. The fabric has 

A natural rubber cushion provides no rough vinyl edges and no unsightly 
no-slip comfort. corners in upholstering. This ends snagged 
nylon stockings. Air porosity tests made on 
the fabric indicate that it truly “breathes.” 
Heat is dissipated through the entire sur- 
face of the seating area. Ventilan allows 
air to pass equally over the entire surface, 

H. H. RENNEKER co., INC. so there is no need for air escape grom- 
P. O. Box 9235 mets or screens. A special treatment en- 
San Diego 9, California ables Ventilan to resist everyday stains, 
making complete cleaning of fabric and 


Boe ay. 29 oF: 7 x ewes 


Available in black and colors. 


At your stationers, or write 
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If your firm is “average-size’:..all you need to 
mechanize your accounting is one girl and 
the Royal MCBee General Records Poster! 
The girl requires no special training...the 
Poster imposes no burdensome expense 


Get the important benefits of machine bookkeeping at low cost! The 
Royal McBee General Records Poster handles your payroll, accounts 
payable, accounts receivable, general ledger, inventory—without the need 
for skilled operators. Anyone can use it! You post all associated records 
simultaneously with one entry. You get accurate register of all postings 
to all records; elimination of transcription errors; instant flexibility to 
changing office routines; complete adaptability to centralized or decen- 
tralized operations. And all at a remarkably modest investment. Your 
nearby Royal McBee Data Processing Representative will be happy to 
demonstrate. Call him, or write Royal McBee Corporation, Data Process- 
ing Division, Post Chester, New York for brochure S-533. 


, 37 
od 
zy 


SLUT ee ey wis) 


BULILRRRUIEG ical 








ROYAL M‘BEE ing di 
«data processing dik sion 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
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Automate your 


Multilith with 
the new ATF 
Program-Matic 
Control System 





@ Simplifies duplicator operation 
@ Controls press run automatically 
@ Cuts paper waste and press downtime 


An ATF Program- Matic Control System 
on your Multilith 1250 virtually eliminates 
paper waste, and gives your operator 
single-handle control over all duplicating 
operations in proper sequence. It permits 
one operator to handle more than one 
duplicator at a time. 


Counter can be preset for any number | izes: 


of copies, and duplicator stops automati- 

cally at the end of run. You can also stop 

the duplicator at any time...and then 

resume without losing count. 

(Models also available for ATF Chief 15 
and Whitin Masterlith) 


American Type Founders 
200 Elmora Ave., Dept. O, Elizabeth, N. J. 

Please send descriptive folder on ATF 
Program- Matic for 





(make) duplicator. 





NAME TITLE 





COMPANY 





STREET & NO. 





CITY ZONE STATE 
For More Information Circle No. 433 
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vinyl easy. An exclusive SR soil-resistant 
and slip finish is also applied to the vinyl. 
Ventilan slides easily and is soft to the 
touch. Available in Cordair, Zephyr and 
Airloom patterns and a wide range of 
colors. For samples, Circle No. 164. 


PAPER TRIMMER 


Michael Lith Sales Corp., 145 West 45th 
St., New York 36, N. Y., offers the Light- 
ning Desk Trimmer designed to eliminate 
scissors and razor blades for cutting photos 
and art preparation materials, stats, nega- 
tives and single sheets. Unit is sturdily 
built, exposed parts nickelplated and highly 
polished, base and table frame of welded 


tubular steel with angle bars to prevent 
warping. Starting at $34.95, there are 3 
14356”, 18” and 26”. Top and bot- 
tom knives are made of high grade hard- 


| ened Solingen steel and built-in with ab- 


solute safety. Offices, art studios, advertis- 
ing agencies, printers, lettershops, news- 
papers, schools and libraries will find the 
Lightning a time-saving, efficient tool. For 
descriptive literature, Circle No. 163. 


TYPEWRITER RIBBON 
Columbia Ribbon & Carbon Mfg. Co., 


| Glen Cove, N. Y., announces the Com- 
| mander typewriter ribbon, designed for 


strength, long wear and economy. After 
an eight-day test on a newspaper teletype- 
writer in continuous use for 192 hours, the 
ribbon showed “no appreciable wear in 


| the fabric and nominal ink depletion.” It 
| was capable of “considerable more use and 
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pan ea Walional F ‘ 
NE-SIXTY — 


BOOKKEEPING MACHINE 


For all bookkeeping jobs and office figure work 
in the small and medium size business. The 
new National Class One-Sixty provides these 
time- and money-saving advantages: 


3-in-1 Posting. Statement, ledger and journal— 
or other forms—posted simultaneously. No car- 
bon required with patented NCR Paper forms. 
New Operating Simplicity. Easier to operate 
than most adding machines. Automatic ma- 
chine features do much of the work for you. 


“a designed 
and priced 
for smaller 


businesses 


No special training required. 

Exclusive “Live”? Keyboard. Amount’ keys are 
electrified. Every amount key operates the ma- 
chine. Saves all hand motion from keyboard to 
motor bars. Eliminates operator decisions to 
perform different functions. 

Complete Flexibility. There's practically no limit 
to the posting jobs this machine will do. You 
change from one job to another in seconds. 
Convert instantly from posting to listing. 


For more information about the National Class One-Sixty, call your 
local National Branch Office or Dealer today. OR MAIL THE COUPON. 


THE NATIONAL CASH REGISTER COMPANY, 


Dayton 9, Ohio 
Name. 
Address__ tlt 


a coe 
1039 OFFICES IN 121 COUNTRIES * 


Zone____ State 
76 YEARS OF HELPING BUSINESS SAVE MONEY 


“TRADE MARK REG. U.S. PAT. OFF 


a 


ACCOUNTING MACHINES 
ADDING MACHINES - CASH REGISTERS 
nce parte (No Carson Reauviren) 


Dept. O-1 
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TELL YOUR STORY 
es WAYS eee 


@ Paper Pad Presentations ¢@ Blackboard Chalktalks 
© Flip Chart Presentations ¢ Card Chart Speeches 
© Flannelboard Demonstrations 


i 
i 
\ 
{ 
; 
i 
} 


—folds in a jiffy. Light- 
weight, easily carried 
in case. 


Easel, used as chalkboard 


Hinged clamp 
holds pad for 
effective pad and 
crayon 
presentation. 





ARLINGTON 5-WAY 4250 
PRESENTATION EASEL .°~_. 


Complete with hinged clamp chalkboard, chalk, 
eraser. 
Four paper pads........ 
Flannelboard accessory... .. 
Carrying case... 


$12.00 
7.00 
12.50 


ARLINGTON 


ALUMINUM COMPANY 
19007 W. Davison. ¢* Detroit 23, Michigan 
For More Information Circle No. 422 
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still would have produced a legible image.” 
The ribbon is made of synthetic fibers, 
and extremely sheer and tightly woven 
with more yardage wound on the spool 
and less ink expended with each stroke of 
a typebar. The added length allows more 
time for ink recuperation. The Commander 
produces a sharp, crisp image equal to that 
produced on electric typewriters with car- 
bon paper or plastic-based ribbons, the 
manufacturer says. Its sharp writing ability 
also makes it adaptable to various copying 
processes including direct image offset. 
photo offset and whiteprint diazo. It is 
being successfully used in order-transmit- 
ting devices, for writing multiple-copy 
forms, in all duplicating processes includ- 
ing spirit and carbon and on typewriters 
operated by tape. For More Information 
Circle No. 187. 





| 


WALL WATERCOOLER 


Ebco Mfg. Co., 265 N. Hamilton Road, 
Columbia 13, Ohio, makes the Oasis On- 
| A-Wall Watercooler, a compact unit that 
;mounts directly on the wall at any de- 
| sired distance from the floor. It has Scandia 


| 
| 


pattern plastic vinyl laminate finish on 20- 
gauge steel; removable front panel and 
grill; mirror polished stainless steel top 
with anti-splash ridge; wall protector back 
extending 342” above bottom of basin; 
Dial-A-Drink bubbler and provision for 
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MIDWEST 
SEMINAR 





Here's how to 


or ad 


your offic 


attend 
17™ annual 














= 





CHICAGO SEMINAR 
and BUSINESS SHOW 


CONRAD HILTON HOTEL @ CHICAGO, ILLINOIS 
FEBRUARY 29TH THRU MARCH 380 1960 


Clip and mail to OMAC, 
Dept. TO-1-60, Office 





Management Assn. of 


Chicago, 105 West pn 





Madison St., Chicago 2, 


Illinois. City 


Please send me details of 
the Chicago Seminar and Company 
Business Show. 


For More Information Circle No. 277 
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TRY THE 


Gusitheit 8 


PENCIL ! 
= 


WORLD'S 





and discover 3 Good Business 


Reasons Why GENERAL'S New 
lUijc ¥ 
syN 


Lanolin Lead Office Pencil 
MUST SAVE YOU MONEY! 


—__, 





— ! 


1. Superb Writing Ease! SEMI-HEX with 
special Lanolin Process Lead won’t scratch, 
stick — even on cardboard! Just glides along 
with a strong dark line. Helps prevent writ- 
er’s cramp, finger stiffness—keeps office 
efficiency at its peak! 

2. Stronger, Longer-Lasting Points! Exclu- 
sive “Carbo-Weld” makes SEMI-HEX point 
virtually “Break-proof.”’ No office time 
he sharpening and re-sharpening pen- 
cils. 

3. Guaranteed Longer- Wearing! Outlasts, 
outwrites and outperforms any other office 
pencil. Stocks last long time — keep inven- 
tory down! 

Available in 5 degrees: 1, 2, 2-2/4, 3 and 4. 
See Your Local Dealer Now — Or Write On 
Company Letterhead for FREE SAMPLES. 


PENCIL COMPANY 








69 FLEET STREET, JERSEY CITY 6, N. J. 
For More Information Circle No. 421 
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| glass filler. 


Made in seven and 13-gal. 
capacities. Also available in 18-8 gauge 
stainless steel cabinet. Mounting bracket 
and template are provided. Accessories in- 
clude glass fillers, masonry wall hanger and 
bracket for framed construction. For More 
Information Circle No. 162. 


PHOTOELECTRIC READER 


Digitronics Corp., Albertson Ave., Al- 
bertson, N. Y., announces the Model 3500 
Dykor photoelectric reader, a completely 
solid-state unit which stops before the next 
character at reading speeds of 1000 char- 
acters per second. A design feature has 
essentially eliminated mechanical motion 
involved in stopping the tape. Made to 
meet the requirements of accuracy, re- 
liability and speed of digital computer in- 
put, machine tool control or ground sup- 
port equipment, the Dykor reader offers a 


wide range of versatility. All standard 5, 
6, 7, or 8-level tapes plus sprocket may be 
handled interchangeably by a simple set- 
ting of tape guides. Dual. and single speed 
units operate at 100 to 1500 characters per 
second. For reliable, consistent, reading 
levels, only silicon photodiodes are used, 
providing stability over wide temperature 
ranges. As guarantee of long, trouble-free 
operation, light source is considerably de- 
rated. Modular construction provides a 


| standard unit that enables user to specify 


only features he requires. Various stages 
of amplification are available for both in- 
put control signals and output data signals. 

Outputs are also provided, if desired, 


| with gated amplifiers and shaper circuitry. 
| Tape motion can be controlled by either 
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THE HALL-MARK (0 Town OF QUALITY 





M/PR CARBON RIBBONS OF MYLAR* 


Unsurpassed writing quality, unexcelled strength. 

Exceptional results for 

XEROX COPY WORK OFFSET PLATES 
PHOTO COPYING 


*DuPont's trademark for Polyester Film 





For all handwritten applica- 
tions. Long wearing, brilliant 
write, multiple usage, smudge- 
resistant. Sheets, rolls and 
register rolls. 





* 


ar es 


OLD TOWN popular 


priced MODE: 10 
SPIRIT DUPLICATOR 


DUPLICATING CARBON 


Clean handling. 300 & more 
perfect copies. Works on any 
duplicator. For  tabulators, 
teletypes, high speed printers, 
automated machines. Works 
with all spirit duplicating pa- 
pers, fluids and machines to 
achieve outstanding results. 





» SPIRIT 
DUPLICATING 
MACHINES 
Easy to use—Service 


Free—Hand and Elec- 
tric Models 





THE OFFICE 


For More Information Circle No. 293 


January, 1960 








7%, Load—Flip— Expose 
<= Three steps 


Lift the glass, position : to faster 
the negative and plate 


[ie 


platemaking! 


FLIP 
Close the glass frame. =f 
Pull the release knob Ee==———— 
and flip the vacuum : 4 
frame over. 








EXPOSE 


m Set the timer. Automat- 
ically controlled carbon 
arc lamp is built into the 
base with the reflector. 





PLATE MAKER 


If floor space is at a premium in your 
plant or office, then you have just one 
more good reason for owning a nuArc flip- 
top platemaker. MODEL F124 


Flip-tops take up a floor space just a few 
inches larger than the actual size of the 
plate. No partitions or curtains are neces- 
sary because the light from the powerful 
arc lamp is contained within the cabinet. MODEL FT-32 


The combination of compactness, simple rere 

controls, automatic operation, and per- MODEL FT-40 
fectly balanced revolving top makes it wer 
easy for skilled or unskilled personne! to 
make perfect plates every time. moan 108 


* Send for the latest 
‘"flip-top'’ Bulletin A-500-0 MODEL FT-62 
: $1,495.00 


MODEL FT-18 
$375.00 


MODEL FT-26 
$495 00 











COMPANY, INC. 


General Office and Factory: 4110 W. Grand Ave. ¢ Chicago 51, Ill. 
Eastern Sales and Service: 215 Park Ave. So., New York 


For More Information Circle No. 317 
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a DC or pulse input. Reader mounts on a 
standard 19” rack, takes up 7” of space. 
Power requirements are 115 volts, 60 
cycles, 180 watts. For More Information 
Circle No. 183. 


POSTING STANDS 


Nardon Mfg. Co., 2125 W. Mission 
Road, Alhambra, Calif., introduces its 
Narco Portable Posting Stands which have 
numerous adjustments horizontally and 
vertically and, with tray mounting brackets 
removed, may be used as utility tables. 
Adjustable legs permit setting height at 
most convenient working level from 20” 
to 30”. Designed to accommodate either 
one or two posting trays, the stands are 
equipped with formed tray mounting 
brackets which adjust quickly and easily 
in length and width. Construction is steel 
with attractive, metallic gray, scratch re- 
sistant finish. Top and bottom are one- 
piece steel for added strength. Formed 
steel legs add rigidity, eliminate sharp 
edges. Heavy duty, hard rubber swivel 
casters roll easily and quietly on any type 


floor. Stands are available in 24 different 
sizes and styles to accommodate a com- 
plete range of posting trays. In addition to 
the adjustable height units, stands are also 
available in fixed heights of 20” or 30”. 


For More Information Circle No. 157. 








A whole new way TO CLEAN FLOORS! 


NOW © 
fire retardant 
blus a germicide 


with Masslinn’ 


CLEANING CLOTHS a SWEEPING TOOL 


SEND FOR SAMPLES AND DETAILED INFORMATION 


CHICOPEE MILLS INC. e 47 WORTH ST., N.Y. 13, N.Y. 





For More Information Circle No. 431 
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Shear " A Cow 


CORNER ROUNDERS 


MODEL 20 f $25.30 


Prices include 
one plug-in 
cutting unit. 








ADVANTAGES: 


1. Clean-cut 
shearing—no 
chopping. 


2. Self-honing 
knives stay 
sharp longer. 


3. Automatic 
chip disposal. 


4. No bolting 


of knives to 
head. 


5. Change cut- 
ting unit in 3 
seconds. 


6. No replace- 
ment of cutting 
blocks. 


$7§.00 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 420 





STATIONERY CABINET 


Campro Products, Inc., Canton 1, Ohio, 
introduces the Jiffy Secretary. Top two 
drawers hold 8%” x 11” paper, second 
sheets, envelopes, etc. A bottom drawer 
has ten small bins at front (for stamps, 
bands, clips, tacks) with rear portion for 
larger items such as pencils, scissors, ink 
pads. Top, back and bottom are metal 


lithographed in a linen pattern; sides are 
heavy plastic molded to allow secure 
stacking of additional units. Color com- 
binations offered are walnut brown sides 
with beige linen finish or dark gray sides 
with light gray. Drawers are molded crys- 
tal clear. Cabinet’s overall dimensions: 
height 7144”, width 124%”, depth 914”. 
Packed in individual floating shipping car- 
tons, weight 5% lbs. For More Informa- 
tion Circle No. 193. 


CASH REGISTER ROLLS 


Rittenhouse Paper Co., 2600 N. Cly- 
bourn Ave., Chicago 14, Ill, makes Certi- 
fied Cash Register Rolls especially for 
Sweda Cash Registers. Made of the same 
high grade paper as their standard 7x rolls 
for National Cash Registers and precision 
cut to feed perfectly on all types of 
Sweda Registers, these rolls have been 
successfully used by such chains as Wal- 
greens, A&P and Kroger. Certified Rolls 
come in convenient packages of ten rolls 
each, permitting every check-out clerk to 
have a handy package under her counter 
to save time and expedite customer service. 
An easy pull on zip-open roll end elimi- 
nates tearing, cutting and wrinkling of 
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The Olivetti Divisumma 24, a high-speed cal- 
culator that can also be used as a high-capacity 
adding machine, combines the several parts of 
a figurework problem into one running calcu- 
lation, and provides printed proof of all work 
for easy checking. Automatic re-entry of inter- 
mediate results, including quotients, saves 
time and eliminates a common source of error. 
For information, write Olivetti Corporation of 
America, 375 Park Ave., New York 22, N. Y. 


For More Information Circle No. 318 


olivetti 





PHOTOSTAT PORTABLE MICROFILM 
CAMERA GOES WHERE YOUR RECORDS ARE 


As easy to carry as a portable typewriter, 
the Photostat® camera goes where your 
records are. Its 21 Ibs. include self-con- 
tained carrying case. 


Exclusive magazine feed gives you one- 
second loading. Just drop the magazine 
into place, snap the lock—and you're 
ready to microfilm. Magazines come in 
10-, 25- and 50-ft. lengths. 


Exclusive self-adjusting throat opens 
automatically to 144”, taking multiple 
documents in booklet form, or stapled 
or paper-clipped sheets. 

The entire width of your image—up 
to 11.6”—is sharp and clear because 
the camera uses the most central part 
of the lens eye. You can film continuous 
forms of any length. 


Low cost. These savings make the Photo- 


stat portable microfilm camera the most 
economical camera on the market. 


Compact. The Photostat camera when 
opened takes up only 22” x 12” x 1314” 
of space. 

For a demonstration of how this cam- 
era can simplify record keeping for you, 
contact your nearest Photostat Corpora- 
tion sales and service office. 





Photostat Corporation means all these. . 
PROJECTION PHOTOCOPYING 
equipment and supplies 
OFFSET DUPLICATING 
equipment and supplies 
PROCEDURAL MICROFILMING 
equipment and supplies 


OFFICE COPYING 
equipment and supplies 











DEPT.OM24-1,ROCHESTER 3, NEW YORK 


| PHOTOSTAT CORPORATION 


A SUBSIDIARY OF  Itek 
®PHOTOSTAT IS A TRADEMARK OF PHOTOSTAT CORPORATION 


For More Information Circle No. 373 
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CORPORATION 
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paper, saves time and several turns of the 
roll, and assures straight tape feeding right 
from first push of register key. Ten-roll 
package costs $1.02. Printed tape, bearing 
store’s own advertising message continu- 
ously, is also available. Rittenhouse also 
offers a Sweda thin detail tape, with twice 
the yardage, in a 20-roll box for 79c. For 
sample rolls, Circle No. 173. 


CHAIR REUPHOLSTERY 


Cevercraft Co., 1205 Wilson Ave., 
Goshen, Ind., makes slip-on office chair 
upholstery that is both handsome and 
long-wearing, and suited to all modern 


office decors. Upholstery features Clare- 
mont and Naugahyde materials, in green, 
gray and brown for most popular models 
of office seating. For More Information 
Circle No. 116. 


BALLPEN 


Hanover Pen Co., Hanover, Pa., makes 
the Silhouette Student Pen with ink eraser 
and handy pocket clip. Pen is reliable and 


— oa ao 
C8 PT AW OV EN Bea ats SEES 


smooth in performance. Takes standard 4” 
cartridge. Has attractive, lemon color, 
plastic barrel. Economical and dependable 
for office, school or home use. Price is 29c 
each. For More Information Circle No. 
117. 
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Profitunity is yours... 


WITH Bhughuat: 


OFFICE AIDS! 


FLEXIBLE STEEL KLERADESK — MODEL 6V. 
Tremendous capacity — six divisions. 
Invaluable in organizing, segregating 
and holding indexed material. 


File-A-Sist. Attaches to Adapto-Rack. Unique fea- 
file drawer. Leaves hands ture assures complete ver- 


free. Removes instantly. satility. In many widths. 


> 


« 


Si ty 


eS hee Exe. 
Cata-Rack 
for Catalogs 
and Books 


**Capillary Action’' No-Over-Flo 
Handi-Pen Sponge 
Desk Sets 


* 


- 


**Build Up"’ 
Horizontal 
Desk Tray. 


Flexible Steel 
Kleradesk — 
Model D 


Sanitary 
Moisteners 


Write today. for full information and prices. 


12-1 Sengbusch Building 
Milwaukee, Wisconsin 


For More Information Circle No. 458 









































































































































































































































































































































































































































































































































now! a storage file with 
POSTS... 


PERMA-SNAP-BINDR WORKS LIKE A POST BINDER 
SAVE MONEY, TIME AND SPACE 


Today’s high cost of post and transfer bind- | Manufactured in 25 popular sizes for convenient 
ers for inactive and semi-active business transferring of invoices, register forms, bills of lad- 
records, and storage problems has created ings, check vouchers, order forms, purchase orders, 
a demand for economical yet suitable stor- prescription blanks, de- 

age units... The answer is Perma Snap posit slips, ledger sheets, 

Bindrs, the only new and functional storage columnar and journal 

binder on the market today. Perma Snap sheets and most office 

Bindrs are manufactured of rugged, long- forms. Write for name 

lasting perma kraft corrugated fiber board. of nearest dealer. 


OFFICE EQUIPMENT MANUFACTURING CO.,INC.,2212 SUMMER ST., DALLAS, TEXAS 


For More Information Circle No. 323 
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TYPEWRITER CLEANER 


Faymus Div., Bankers & Merchants, 
Inc., 4410 N. Ravenswood Ave., Chicago 
40, Ill., has released a non-toxic, non-flam- 
mable and non-corrosive type and platen 
cleaner, packaged in aerosol spray cans. 
Faymus Type & Platen Cleaner contains 
no carbon tetra- 
chloride. It in- 


BALLPEN 


All-Rite Pen, Inc., Hackensack, N. J., 
makes the Favorite office pen in a hexago- 
nal shape with fluting that tapers to a 
rounded finger grip so that it combines 
the non-rolling advantage of a pencil with 
the writing function of a pen. It is refill- 


stantly loosens all 
dirt and debris 
from typewriter 
keys and platens 
as well as adding 
machines, duplica- 


PE and PLAID 
Clearet 


. Z 
— ry aman’ ° 
* 


tors, cash registers, 
numbering ma- 
chines, etc. Simple 
to use without 
waste, spill or drip- 
ping, it leaves no 
oily residue or an- 
noying odors. It 
will not evaporate. 
In 6-o0z. container, 
it sells for $1.29. 
For descriptive lit- 
erature, Circle No. 
130. 





with |B 























¥| self-sticking 


CORRECTION SEALS 


Made of super-thin Mylar® 

. feeds freely, won't jam 
equipment. Highly visible 
opaque red color easy to 
spot. Fast to apply. Low 
in cost. Order red and trans- 
parent seals from stock; sil- 
ver on special order. Send 
for free sample. 


w. 4. EIGIEIDE co. + 770 w. GLENDALE AVE. * MILWAUKEE 9, WIS. 


Manufacturers of Quality Pressure-Sensitive Tape Products ° 


Est. 1914 


SALES OFFICES: Atlanta « Boston « Buffalo * Chicago * Cincinnati * Cleveland 
Detroit ¢ Hartford *« Los Angeles * Milwaukee ¢ New York © Newark © Philadelphia 
St. Louis * San Francisco * Brampton, Ontario, Canada 


For More information Circle No. 434 
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NO COSTLY SHELVING NEEDED WITH 


CONVOY “Chem-Board’’* 


RIGID, PERMANENT, INEXPENSIVE 
record storage FILES 


Pen 


f 


Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They’re shipped 
assembled, ready for use. 
NOW-smooth, staple-free 
fronts make them suitable 
even for ‘front-office’ use. 


Available in letter, legal, 
check, deposit slip, tab card 
and many other sizes. 


*CHEM-BOARD IS RIGID- 
IZED CORRUGATED BOARD 
PROCESSED TO REMARK- 
ABLE STRENGTH. 


CONVOY, Inc. 


STATION B, BOX 216-H 
CANTON 6, OHIO 


For More Information Circle No. 456 





NEW <ow- Cost 


ii MODEL FH-SC 
 FOLD-0-MATIC 
Electric Folding 
Machine 


FOLDS» CONVEYS «STACKS 
120 SHEETS PER MINUTE 


THE PRINT-O-MATIC CO., INC. 
724 W. WASHINGTON BLVD. @ CHICAGO 6, ILL 


For More Information Circle No. 457 
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| able with 5%” cartridges containing a 
| visible supply of fast drying Arco ink. The 
| retractable point can be withdrawn or ex- 
pelled by twisting the pen’s top section. 
Ink can be blue, red, green or black. The 
Favourite office pen is 29c and refills are 
$1.20 a doz. An extra fine line model 
costs 39c with refills at $1.80 a doz. Both 
are packed one dozen to a display box. 
| For More Information Circle No. 226. 


COFFEE MEASURER 

Meyer Mfg. Co., Box 125, Schenectady 
4, N. Y., makes the Instant Server which 
holds a jar of instant coffee and accurately 
measures the correct amount for making 
a cup of regular, dark or light coffee. It 
attaches to a wall and each portion is 
dispensed at the touch of a finger. Also 
can be used with ground coffee, cocoa, 
chocolate and other powdered foods. Made 
in beige, ivory, yellow, blue and pink to 
retail at $1.98. For More Information 
Circle No. 104. 


DESK AND CHAIRS 


Virco Mfg. Co., 15134 S. Vermont, Los 
Angeles 44, Calif., makes a low-cost 
tubular steel frame desk and matching 
tubular steel chairs. Desk has Vircolite 
plastic top in woodgrain finishes over ply- 


wood. Chairs are upholstered in vinyl 
plastic with Urethane foam cushion. A 
roomy divided compartment in desk has 
simulated drawers on its door. Two top 
sizes are available: 18” x 33” and 20” x 
40”. All legs are tipped with brass ferrule 
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You can END Office Collating Problems 
with the New MENDES “60° 


Automatic Collator 


FAST . . . 18,000 to 72,000 pick- 
“ups per hour 


ERROR-PROOF ... . automatic 


detection system pre- 
vents doubles & misses 


FLEXIBLE . . . handles all sheets 
from 6” x 7” to 
«x 


COMPACT .. ... .j vertical construc- 


tion saves floor space 


Used in offices throughout the world, the 
Mendes Collator can also staple sets and 
make 4,500 booklets per hour— automatically. 
Service available everywhere. 


4-station Mendes 

**60'' Vertical Collator. 

Models with 8, 12, and 
Write for free Bulletin ‘'60" 16 stations also available. 


| MENDES corrorarion 


NEW BEDFORD INDUSTRIAL PARK 
NEW BEDFORD, MASSACHUSETTS 





For More Information Circle No. 320 
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LAGOMARSINO 


LAGOMARSINO F.A.|I. 
VIALE UMBRIA, 36 
MILANO - ITALY 


- 10 Key electric 
printing adding machine 
with automatic 

push button multiply. 


TOTALIA 


- Tape presentation 
shows only three factor 
proof in logical 

and mathematical order. 


Distributing Centers in U.S.A. 

NEW YORK, Check Writer Co., 565 Broadway 

CHICAGO, Import Office Machine Co., 159 
N. Dearborn St. 

LOS ANGELES, Wholesale Business Machines, 
7525 Beverly Blvd. 

HOUSTON, Adding Machines Distributing 
Co., 2223 Caroline St. 

DALLAS, Wholesale Office Machines Co., 
2000 North Lamar St. 

SAN FRANCISCO, Northwest Lagomarsino, 
639 Howard St. 

LOUISVILLE, KY., Import Business Machines 
Co., 1503 Bardstown Road 

CANADA distributor: Nauta Bros. 3615 
Danforth Ave., Toronto 


For More Information Circle No. 316 





glides. Color combinations include. oriental 
walnut top, bronze-brown frame; platinum 
walnut top, suntan frame; charcoal top, 
black frame. A matching armchair is also 
available. For More Information Circle 
No. 186. 


ANGLE FOR SHELVING 


Frontier Mfg. Co., 8800 Harry Hines 
Blvd., Dallas, Texas, makes two complete 
lines of slotted angles (for steel shelving) 
in two finishes: baked enamel and gal- 


vanized. Angles are available in heavy and 
standard duty weights for use with a 
self-locking nut permitting erection with 
one wrench. For More Information Circle 
No. 138. 


INDUSTRIES, INC. 


Reduced capital 
expenditures 


Dependable tax 
computations 
Verifiable depreciation 


Reliable insurance 
coverage 

Longer productive life 
Fewer losses and thefts num.. 


Higher trade-ins 


FREE 16-PAGE BOOKLET 
“How to Plan A Profitable 
Property Control Program.” 
Write for it. 


.not a flimsy foil. 
There’s a reason! 


VIEW Ie | Le capt me 


PHOTOCOPIER 


Photorapid Corp., Dept. O-6, 142 Ore- 
gon St., El Segundo, Calif., announces its 
Photorapid 24” Electra, designed for heavy 
duty use. Unit handles more than one piece 
of copy at a time, bringing a saving in 


work, time and negatives. It supplements 
the 19” Electra and the office type Electra 
introduced last year to handle both regular 
photocopy work and to make aluminum 
Magi-Plates for offset press run. For More 
Information Circle No. 120. 


/ 


2102 | 


There's profit in Property Control, increased oper- 
ational efficiency, when assets are tagged with Serial- 
ly Numbered “AUTOGRAPHS”, 
no unwieldy tools or 
cinch to mount in ai on any surface. 
and easy-to-read, 


Adhesive-backed . 

awkward fasteners needed. A 
Attractive 
.016" Alodized alumi- 
Try them. Millions in use. 


too. Lustrous 


MASON CITY, IOWA 


For More Information Circle No. 455 
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SAVE 
TIME - MONEY - EFFORT 


AUTOMATIC ELECTRIC STAPLER 


Get a fast, accurate, dependable 
Staplex to do all your stapling. 
Don’t let work pile up . . . don’t 
waste irreplaceable minutes with 
antiquated stapling methods. Get to 
that job with Staplex .. . and you'll 
get it out in record time! 


Staplex is completely automatic 
...banishes boredom and fatigue 
... boosts employee morale... puts 
dollars in your pocket with savings 
in time, money and energy. 


Send this coupon today! 


THE Staplex COMPANY 


775 Fifth Ave., Brooklyn 32, N.Y. 


[.] Show me STAPLEX in action! 
[) Send me further information 


NAME 
COMPANY 


ADDRESS 
© 1959 The Staplex Company 











DESK ACCESSORIES 


Peter Pepper Products, Inc., Palos 
Verdes Estates, Calif., announces a com- 
plete line of desk accessories. An unusual 
blend of materials, walnut laminated to 
aluminum, permits light scale design yet 
emphasizes the beauty of richly grained 


walnut. A large color choice, made pos- 
sible by the lamination of colorful vinyl 
to aluminum, increases the versatility of 
the line. One useful item is a double 
letter tray (patent pending) that allows 
user to swing either tray out of the way. 
For More Information Circle No. 182. 


BINDING METHOD 


Crestar Ltd., 1210 Greene Ave., Mon- 
treal, Que., Canada, are U. S. and Cana- 
dian distributors of patented Planax equip- 


ment for binding files of papers into a 
permanent book. Anyone can use the 
equipment (a lightweight binding desk, 


THe Orrice—January, 1960 





7 PP 


wT 


pf STANDARD 


ROL-DEX 


for fast, economical record handling 


records roll to the clerk! 


SMALL volume record handling. The 
RoleDex, Jr. = only slightly larger than a 
wheel file, has the advantages of much 


" | faster filing-greater capacity-variety of 


Rol*Dex, Jr. 
Model RS-53 


MEDIUM volume record handling. 


Up to 35,000 tab cards in Model RL-73. 


Other models for 5"x3” and 6"x4".A 
compact work center with rolling 
work shelf for the seated clerk. 


LARGE volume record handling 
— extra filing space in the RC-Series. 
Will house tab cards (horizontal or on 
end) 8”x5" cards; 6"x4” cards, 5”x3” 
cards and MIB (2%"x3”) cards. 


Pot. ond Pots. Pending g' 


q —/f 
= SS company 


Seet. 2... 


4 card sizes in the same unit-availabilty of 
= records to outside reference. Designed for 
2,000 to 12,800 records. 


Model RC-73 


WATSON MANUFACTURING COMPANY, ine. 
RoleDex Division, Dept. O-1, Jamestown, N. Y. a 

fs a) Please forward literature on ROL@DEX Standard Units © 

ROL: OEX Name i 


sniecnasapianiiiecinellasaimalasabetiaaniei 7 


For More Information Circle No. 321 
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SYV7RON 





VIBRATING 


PAPER 
JOGGERS 


Save time, money and effort | 


aligning paper for auto- 
matic or manual handling 
—get a fast, dependable SYNTRON Vibrat- 


ing Paper Jogger for all your aligning jobs— | 


invoices, checks, cards, business forms, mail 
or public documents. 
Eliminate slow, time consuming manual 
jogging methods—increase office efficiency. 
SYNTRON Paper Joggers are complete 
units—simple to operate—easy to use. 


Designed for long trouble-free service. 
Available as table deck, divided deck or bin 


types. 
Write for 
descriptive literature. 


SYNTRON COMPANY 


715 Lexington Ave. Homer City, Penna. 
For More Information Circle No, 454 
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| Tenn., 


Planaxol binding solution and brush) to 
bind invoices, bills of lading, statistical 
and engineering reports, and other forms 
as well as company phone directories, 
catalogs, house organs, etc. Data proc- 
essing forms may be bound, without burst- 
ing, and each page can be read up to the 
inside margin. Planax allows offices to use 
the most recently developed binding meth- 
od which is similar to that used by this 
magazine. Planaxol solution comes in six 
colors and transparent, and is visible on 
the edge of bound papers if no outer cover 
is used. It has withstood several years of 
testing in all climates. For More Informa- 


’ tion Circle No. 189, 


CONTINUOUS MACHINE FORMS 


General Multi Forms Sales Co., 2020 
Jo Johnston Ave., Box 1094, Nashville 5, 
now makes continuous line hole 
punched forms with the same high degree 
of accuracy and quality as their Snap-I- 
Sets. The lithographed continuous forms 
for use on automatic machines can be 
made in widths up to 17 25/32” and 
various depths up to 11”, of up to five 


parts on white or colored paper, Suvs. 12 
or 15. Carbon is full width with 7/32” 
holes and center V-tab at top of form. The 
line hold punching is on both edges of 
forms. A variety of vertical and horizontal 
file hole punching is available. Forms can 
be numbered, and fastened by one or two 
marginal staples or crimped. These forms 
are sold only through dealers who can 
obtain catalog and prices: Circle No. 114. 
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MANPOWER, Inc., Milwaukee, Wisconsin 


cuts tying time 90% 


on 400,000 mailers a month! 


“We tie out over 400,000 mailers per 
month with our Bunn Tying Machine 
...save about 90% in tying time and 
50% in operating costs...and our Bunn 
machine is capable of even greater 
volume when we need it for extra 
loads,” says Daniel C. Corrigan, Ad- 
vertising Manager of Manpower, Inc., 
world’s largest temporary help and 
complete business service. 

Anyone can operate a Bunn Tying 
Machine, and the variety of tying jobs 


it can do is endless. The machine ad- 
justs automatically to size or shape... 
ties mail, packages, cartons, literature, 
cancelled checks. Anything that can 
be tied by hand, can be tied up to 10 
times faster by a Bunn Tying Machine. 


A Bunn Tying Machine will cut time 
and costs in your business, too. Write 
today for information. 


MAIL THIS COUPON NOW 


PACKAGE TYING MACHINES—SINCE 1907 


B. H. BUNN COMPANY 


7605 Vincennes Ave., Dept. OF-10 Chicago 20, Ill. 
Export Dept.: 10406 S. Western Ave., Chicago 43, Ill. 
For More Information Circle No. 315 


B. H. Bunn Co., Dept. OF-10 
7605 Vincennes Ave., Chicago 20, Ill. 


Please send free booklet which illustrates how 
we may cut costs with Bunn automatic tying. 


Name. 





Company 
Address. 








City 
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“YES SIR' 


we all need new chairs... 


-LINE 


1500 SERIES 


MODEL 1500 “You'd be amazed how much more 
an nese work I could turn out if I had a 

new Cramer chair. But you need 
one, too, boss, and so do your 
visitors—especially for those long 
conferences! Cramer chairs for us 
have finger-tip controls that adjust 
to fit anybody! And the side chairs 
have ‘Wall Saver’ rear legs. 
Cost? Lowest you'll find anywhere 
for comparable quality! And I'll 


make you a bet . . . they'll pay for 
themselves in better work.” 
‘pe 
¥ MODEL 1553 


MODEL 15C-22 ZT = 
°) S 


CALL YOUR 
CRAMER DEALER 


or write for complete details 


POSTURE CHAIR CO., INC. 


625 Adams, Dept. OP-1, Kansas City 5, Kansas 
For More Information Circle No. 313 
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PHOTOCOPIERS 


Business Photo Methods Div., Eastman 
Kodak Co., 343 State St., Rochester 4, 
N. Y., presents 14 thumbnail case histories 
of Verifax Copier applications in a 16- 
page booklet, “How Modern Office Copy- 
ing Adds Time Where It Counts.” The 
case histories include insurance, real estate, 
schools, hospitals, banking, retailing, light 
and heavy industry. Booklet also outlines 
specific uses of Verifax Copiers and their 
versatility in production of different types 
of copies or offset masters. It illustrates 
and describes the four Verifax models. A 
price list on the copiers and Verifax sup- 
plies is included. For this booklet, Circle 
No. 207. 


DECIMAL TIME CHART 

Cincinnati Time Recorder Co., 1733 
Central Ave., Cincinnati 14, Ohio, offers a 
decimal equivalent time chart for employee 
understanding of time records measuring 
time in tenths and hundredths of an hour. 
Since many firms use time clocks register- 
ing minutes in decimal equivalent, the 
chart explains and clarifies the system for 
employees. For instance, it shows that ten 
minutes registers as .1 or .16. Similarly, 30 
minutes registers as .5 when hour is divided 
into tenths or .50 when the hour is 
measured by hundredths. Decimal equiva- 
lents are listed for 1 to 60 minutes. Printed 
in blue on an 814” x 11” white card large 
enough to be posted adjacent to timeclocks 
or on a nearby bulletin board. For a inee 
chart, Circle No. 211. 


BALLPENS 


Hanover Pen Co., Hanover, Pa., offers 
its two-color catalog illustrating and giv- 
ing specifications for its entire line of 
ballpens. For a copy, Circle No. 206. 
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AUTOMATIC DATA PROCESSING 

National Cash Register Co., Dayton 9, 
Ohio, has published a booklet on integrated 
and electronic data processing. It describes 
National equipment designed to simplify 
office automation including machines to 
control original accounting entry; produce 


all necessary hard-copy records; accumu- 
late individual totals for daily balance; 
and fit in with any data processing system. 
NCR equipment also can produce punched 
paper tape or punched cards as an auto- 
matic by-product of any necessary account- 
ing function. For the booklet, Circle No. 
214. 


OFFICE SUPPLIES 
Accountants’ Supply House, Dept. O, 
518 Rockaway Ave., Valley Stream, N. Y., 
offers its 1960 catalog containing 96 pages 


- of office supplies and equipment. Illustra- 


tions, full descriptions and prices are in- 
cluded for all items. Free delivery is made, 
on orders of $10 up, to a widening area 
across the country. Because of the wide 
variety of clerical supplies that it shows, 
this catalog is handy for reference. It also 
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“OFFICE SUPPLIES 


& Akro-Mils Cabinets 


go together to SAVE 
Time, Space and Nerves! 


Units with from 6 to 128 drawers available 
. can be set on counters or shelves, hung 
from walls, even integrated into large supply 


cabinets. Different items have individual, 
clear plastic drawer or ne section. 


Easily indexed. — 
Perfect for all ae 
small office 

supplies. 


Efficient visual 
inventory control. 


Write for our 
new catalog. 


A- DM 0-MILS 


° Akron 9, Ohio 








For More Information Circle No. 418 
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| ideas submitted to them. 
| Circle No. 205. 


AKRO-MILS, Inc. 


m| outlines a royalty system which Accoun- 


is working on for 
For the catalog, 


tants’ Supply House 


STEEL CHAIRS 


Luxco, Inc., 100 King St., LaCrosse, 
Wis., has published a colorful bulletin on 
steel office chairs. It illustrates and de- 
scribes Luxco’s line of executive, secre- 
tarial, arm and side chairs offered to the 


fexerrows comfort in superd seatng 


a iow ow 


trade at low budget prices. A large selec- 
tion of fabrics is offered. Fifteen standard 
colors of elastic Naugahyde, five standard 
colors of Gros Point are available. Hard 
baked long lasting enamel finishes are fea- 


| tured. Details of construction are also em- 


phasized. For Bulletin No. 1641, Circle 


No. 208. 


OFFSET MASTER PREPARATION 


Davidson Corp., 29 Ryerson St., Brook- 
lyn 5, N. Y., explains in detail how to 
make the best use of Dav-A-Mat paper 
masters in a folder that outlines easy ways 
to prepare masters for offset duplicating. 
Suggestions are given for typing, writing, 
drawing and ruling masters, and other 
methods for preparing art or copy. There 
is a summary listing of the right kind of 
master to select for the job at hand and a 
list of supplies needed for paper master 
preparation. Helpful hints are included for 
duplicator operation. For the folder, 
Circle No. 212. 


Tue Orrice—January, 1960 





WE 
Sa 


MJ 


TO THE 


1960 
TRANSCOPY 


... And more and more people than ever 
before will be switching to the new 1960 
TRANSCOPY Photocopier. ‘It’s faster by 
far than any machine of its kind. No other 
office machine can complete so many copy- 
ing jobs, so quickly and with so little effort. 
New features guarantee consistently high 
quality photocopies whenever and wher- 
ever they are needed. Compare the ease, 
speed and performance of the TRANSCOPY 
Photocopier and you too will join the big 
switch in ’60. Send the coupon today! 


DIVISION OF SPERRY RAND CORPORATION 
Room 1135, 315 Park Avenue South, 
New York 10, New York 


I want a free demonstration of the 
1960 TRANSCOPY Photocopier. 


NAME & TITLE 
ee  , ——— 
ADDRESS__ 


a 


For More Information Circle No. 325 
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MACHINE ROOM FLOORS 


B. F. Goodrich Co., Flooring Products, 
Watertown 72, Mass., offers “Facts on B. 
F. Goodrich ‘Airpath’ Cushioned Rubber 


Floor Tile,” a booklet listing the prop- 
erties, features and different types of ap- 
plications that benefit with cushioned rub- 
ber floor tile. Airpath is being specified for 


office machine rooms, and computing and 
data processing rooms where minimum 
vibration and maximum cleanliness are es- 
sential for accuracy and dependability. An 
acoustical properties chart shows the im- 
provement in impact transmission loss for 
various floor tiles compared with bare 
concrete, and there is other technical data. 
Illustrated with full-color installation 
scenes. For this booklet, Circle No. 215. 


DESKS & FILES 


Bentson Mfg. Co., Aurora, Ill., offers 
“Suggested Specifications for Top Quality 
Steel Desks and Filing Cabinets”, a book- 
let that makes no bones about the fact 
that it is slanted toward Bentson products. 
But the data can be applied to any make 
of office furniture. Included are such buy- 
er’s guideposts as the gauge of steel recom- 
mended for exterior surfaces and unex- 
posed parts; types of top fasteners pre- 
ferred on desks; testing procedures for 
desks and files; standards for exterior fin- 


AV] | Ol Ek oll Ged Bd @O “WN ol aloh codl-fol tli olaatcial 


for top performance — at lowest cost 


New LOW COST CAMERA 
handles both black and white 
and color work .. . lets you 
interchange camera backs! 


Showing equip + available for 
Sharpshooter 1418 Camera 





View at left 

shows Sharp- 

shooter set up 

A back light 
; color trans- 
wt parencies 


MILLER -TROJAN CO., INC 


@ The Miller-Trojan Sharpshooter 1418 Camera pro- 


duces line and halftone negatives of utmost fidelity 
in any size up to 14" x 18"'. Enlarges twice and 
reduces three times. 

Optionai transparency copy board assembly, com- 
plete with arc lamp, lets you back light trans- 
parencies—or an optional booster unit will step 
up camera lights to correct temperature for making 
color separations from reflection copy. 

Stay flat, vacuum or Xerography -_ can be 
interchanged quickly and easily to meet your 
requirements. The same camera focusing scales are 
used for al! backs. 

Camera completely equipped for black and white 
operation with stay flat back ONLY $895.90. 
Write for full details on this amazing new camera 
—and for prices on optional equipment, including 
camera base. 


TROY, OHIO 


For More Information Circle No. 453 
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Only fully transistorized PORTABLE 
dictation machine with 


m\ 


: ‘. COMBINATION 
= 





\, _ PLAYBACK 


@ DICTATE-LOCK 


s 
~--e INPUT VOLUME 


©@ OUTPUT VOLUME 


om tometer 


oronet 


Microphone Control. ALL operating controls are 
in the full hand-size mike. Makes dictation as 
easy as talking. 

Perfect Dictation Every Time. No confusing 
corrections. Just dictate new phrasing over 
old—perfect dictation always! 


Send this coupon 


FOR DESCRIPTIVE 
LITERATURE! 


omptometer 
rporat ion 


. Better Products 
to Better Business 


01 Send me 
Coronet literature 


CT) | would like to 
see the Coronet 


Comptometer Corporation, 


All controls 
\ in your hand 


MICROPHONE-SPEAKER 
@® ELECTRIC REVERSE 


NOW DICTATE 
WHEREVER 
YOU ARE! 


INDOORS OR OUT... 
WHILE TRAVELING 
OR AT HOME 


Book-sized transistorized 
Comptometer CORONET has 
permanent printed circuits 
and built-in erase bar. 
Tucks into briefcase, car 
glove compartment, 

desk drawer... goes 

where you go. 


LIMITLESS-LIFE DICTATION BELT 
PAYS FOR YOUR CORONET 


Uses same Erase-O-Matic non-slip belt as Stand- 
ard Desk Machine. Belt can be reused thousands 
of times. No recurring costs as with ordinary 
belts, discs, cylinders—a saving that pays for 
your Coronet. Belt is easy to insert and remove. 
Operates on 6 small mercury batteries, available 
anywhere, or on A.C. with tiny power pack. 
Scaled down in all but performance, here’s big 
machine service and big new advancements, 
wherever you may be —complete portability! 


1724 W. Jarvis Ave., Chicago 48, 
DE Cicenpaicsstahniadinceadalidi tana 





Street 


City 





- 
l 
| 
| 
| 
1 
1 
| 
| 
| 
1 
3 





For More Information Circle No. 314 
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which is which? 


with the SADA SPRINT Spirit Duplicator 
you will not find a difference, 

between the original typescript 

and the duplicates 














you get a lot more 
of copies saving 
both your time. and your money 


SET srxint 


is the ideal auxiliary tool for typewriters of any kind, 
SADA SPRINT is unexpensive, 
: -it Copies every thing written or drawn, 
in black and white 
as well as in many colors. 


write for details and terms to 


SADA S.p. A. Duplicatori ed Affini - Milano 
First Manufacturer of Duplicators in Italy 
Milano, Italy, - Piazza S. M. Beltrade, 1. 








For More Information Circle No. 336 
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ishes; requirements for hardware and trim; 
drawer slides; lock mechanisms; and many 
other construction details. For a copy, 
Circle No. 129. 


COVERS, CASES & WALLETS 


Smead Mfg. Co., Hastings, Minn., offers 
its new stationery catalog No. 60-C. The 
catalog is a departure from any Smead 
has published. Dealer list prices are printed 
in the catalog, eliminating the need for a 
separate price list. Catalog is 8%” x 11” 
with standard three-hole punching. New 
lines of brief covers, vinyl carrying cases, 
colored school wallets, and other new 
numbers are featured. For the catalog, 
Circle No. 209. 


BUSINESS FORMS GUIDE 


A reference guide covering the business 
forms field has been prepared by National 
Business Forms Associates for members 
and their supplying manufacturers. Essen- 


JOIN THE 
“FRASE 
WITHOUT® 
A TRACE” 
CLUB 


REG. TM 666,508 


To be eligible 
buy an A.W.Faber 


ERASERSTIKY| IP 





The original grey eraser point 
—always best for ercsing. 


-the pencil-shaped 
white-polished 
beauty that opens 
the door to Typing 





tially both an instructional and promotional | 


tool, the guide was compiled for the 
training of member salesmen. Compris- 
ing some 500 pages, the guide, under de- 


| 
| 


| 


velopment since 1956, is in loose leaf | 


style. Additional chapters will be added 
as new and improved sections become 
necessary. 

Currently there are 51 chapters ranging 
over the gamut of forms and related prod- 
ucts. Aimed at thorough orientation of 
salesmen in the field, chapters are broken 
down into 12 easily assimilated sections. 


Wherever necessary, text is amplified by | 


line drawings and halftones. 

Section I (three chapters) discusses 
forms in a general way: their history and 
general utility. Section II (eight chapters) 
covers forms products—autographic regis- 
ters, snap-a-parts, types of continuous 
forms, sales and manifold books. Section 
III (13 chapters) goes into the question of 
related products in detail. It describes and 
illustrates such items as tags, envelopes 
and stock forms; also accounting and 


bookkeeping machines, edge-punched sort- | 
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Perfection without 
SLOPPY 
STRIKEOVERS. 


7099B with brush 20c. 7099 with- 
out brush 10c. Insist on the 


‘TK CALL SERVICED U.S.A." 


original and genuine EraserStik 
with the registered trade mark. 


SAPHIR Hand Sharpener 


works like magic. Gives 
you the correct point on 
your EraserStik—then 
| stops sharpening. If syou 
use one, you need the 
other. Ask your Stationer. 


AW.FABER ORASER™S 


FABER CoRASERSTI GAIL SERVICED 5.4. 7099 


Shaped like 
a pencil, it 


sharpens like a 


pencil to any 


style point you 


A.W.Faber-Castell »refer—blunt, 


medium or 
Pencil Co. Newark 3. N. J. slender 


For More Information Circle No. 416 
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Oné Aino 


to bring you 
the finest 
in Posting Equipment 


FINE 
ENGLISH 


PRESTO TRAY IMPORT 


A posting tray for 
ledger sheets of varying 
widths. Only two sizes 
of Presto-Trays handle 
sheets 534" to 14" 
wide. 


Write for new brochure 
on complete line of 
posting trays and 
stands, 


iM-L 


J _MEAD-LEE Associates 
Lassocuarts § 


1721 Elmwood Ave., Buffalo 7, N. Y 


For More Information Circle No. 435 
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~n | ing systems and many other kindred prod- 


ucts. 

Sections IV, V and VI (one, three and 
one chapters) cover reproduction proc- 
esses, printing methods and processing 
equipment, respectively. Section VII (five 
chapters) outlines materials used in pro- 
duction; section VIII, forms designing and 
construction. Section IX (five chapters) is 
devoted to data processing systems, while 
X (seven chapters) points up the key forms 
control points. The remainder of the 
guide sections XI and XII (one and two 
chapters) tell how to start as a business 
forms salesman and the correct method of 
order processing. 


Faith in Future Plans 


(Continued from page 89) 


mum contribution towards attaining 
company objectives. Although automa- 
tion has brought its share of unique 
personnel problems and considerations 
to the office, many problems of the fu- 
ture will continue to fall in the familiar 
area of obtaining the necessary “desire 
to do” and cooperativeness from all 
employees. All levels of management 
have a responsibility to communicate 
enthusiastically to their people their be- 
lief and faith in the program being 
pursued. Such an expression by man- 
agement can be an important step in 


Carbon Interleaved 
Forms and Systems, 
One-time Carbon Forms, 
Salesbooks, Billbooks, 
Bills of Lading. 

Printed to order 

and stock forms. 

For free catalogs and 
actual samples write: 


EDDI ROSE 


Business Forms 


1930 Patterson Ave., Bronx 72, N. Y. 
For More Information Circle No. 408 


THe Orrice—January, 1960 





motivating interest and participation by 
all employees in the development of 
automation. It will now be more neces- 
sary than ever before, to have em- 
ployees feel that their superiors want 
and expect improvement (either of 
ideas or production) and that such im- 
provement will become known and 
appreciated. 

The complex and exciting process of 
changeover to 
automation has 
been likened to a 
new kind of in- 
dustrial _revolu- 
tion. It will not 
materialize over- 
night, nor will the 
process be com- 
plete within the 
next few years. 
Some feel the 
change should be 
called an “office 
evolution.” 

We may, how- 
ever, look expect- 
antly and with 
confidence to 
greater things 
ahead. Progress 
in the past decade 
justifies the deter- 
mination of many for 
industrial leaders 
to plant their feet 
firmly on the 
foundation of 
their past experi- 
ences and to set 
their sights on 
higher, but attain- 
able, objectives. 


CRIMPED SIG 
Protected Vis! 


bu 

SI r 

igs Sea se Ea Ps 
‘i xs 


ARENT 
TRANSP NALS 


ers) CTASfCO SIGNALS 


Records Management’s Role 
(Continued from page 181) 


information. 

Essential Records. The need to pro- 
tect government and business records 
from destruction by local catastrophes 
such as fire, flood, explosion, theft and 
the like, as well as the holocaust of a 
direct hit by bombing, will receive in- 


that help in any | 


IGdaL 
Té 


There's one best signal for each 
kind of record housing . . . and 
Graftco makes them all. A_ full 
variety of colors, shapes and sizes, 
to classify, remind, warn or call for 
action. Close your ‘‘system” sales 
faster with practical demonstrations 
of how they come to life with 
Grafftco Signals. 
GEORGE B. GRAFF CO. 
54 Washburn Avenue 
Cambridge 40, Mass. 


For More Information Circle No. 417 
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creasing attention. Edward N. John- 
son, Director, Records Preservation 
Program, Continuity of Government, 
Office of Civil Defense Mobilization, 
speaking before the ARMA meeting 
pointed out the practicability of com- 
bining the experience of government 
and business in this area. 

Integrated Office to Services. There 
will be a change in the face of the 
American office as we know it today. 
Emmett J. Leahy, records consultant, 
pointed out that the trend is already so 
massive in its sweep that today more 
people are employed in rendering serv- 
ices than are employed in manufactur- 
ing and agriculture. “The American 
office can be and will be contracted 
out,” he says. He points out that the 
trend is well established in advertising, 
printing, research and _ engineering. 


_Fleor 


vot 


, a 
J Srareminnes 


Computer services, Manpower, Inc., 
and similar clerical agencies are servic- 
ing offices. Commercial storage organi- 
zations are answering the records stor- 
age problem at low cost. 

Strong National Organization. Rec- 
ords managers need a strong national 
organization. ARMA will endeavor to 
fill that need by strengthening its orga- 
nization structure, and creating ways 
and means of exchanging information 
in the field of records management, 
forms and reports controls. 

These are not pie-in-the-sky targets. 
America has a paperwork problem. 
The very forms on which the machinery 
of industry, government and socializa- 
tion operate can become a quagmire to 
siphon off our profits, deplete our en- 
ergy as a nation, and stifle the vigor of 
our leaders. 


THE TRANSPARENT 
OFFICE CHAIR MAT 
THAT LETS 
FINE FLOORS BE SEEN 


RODUCTS 


A DIVISION OF AIR ACCESSORIES, 


INC. 


P. O. Box 1440°* Fort Worth, Texas 


Branch Office, Fort Wayne, Indiana 


Please send complete information on Floor Show 


NAME 





FIRM NAME 





ADDRESS 





i eT ee 








For More Information Circle No. 384 


THe Orrice—January, 1960 





There’s More Than Spelling 


(Continued from page 170) 

| 

she may know a variety of acceptable | 
letter forms and many good office rou- | 


tines, without realizing which are to be | 
used. She needs some orientation. Busi- | 
ness must accept its responsibility here. 
Realizing all of this, there are at least 
three ways by which those in business 
can help teachers to do a better job of 
preparing office workers: 

Make Your Needs Known. Stop say- 
ing, “Teach them to spell and punctuate, | 
and we will do the rest.” The same 
people who say this are the first to ask 
about typing speeds and grades in book- 
keeping. If businessmen and teachers 
would meet together regularly in small 
groups to discuss specific problems, 
much could be accomplished. In smaller 
towns with one or two big business 
establishments, teachers often train stu- 
dents in the exact procedures in actual 
_ use. In large cities, just knowing the job 
classification, job descriptions and ma- 
chines used will help a great deal. Per- 
sonnel men can go to the schools to tell 
students about job possibilities, and bus- 
iness practices and procedures. Most 
teachers would welcome this type of 
cooperation. Employing students part- 
time and in the summer serves two 
purposes: students get more out of their 
school work when they see its applica- 
bility, and they inspire other students 
and help teachers with knowledge gained 
from experience. 

Even better would be to encourage 
teachers and school administrators to 
set up a cooperative work experience 
program whereby students would work 
part-time in an office during the last 
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Amazingly 
Diforent / 


Recessed metal hinge can’t scratch 


No jump! 
No snap! 


Rings gently 
s-l-i-d-e apart. 


e 


Steel hinged 
sheet lifter 
carries the 

sheets freely 

over the rings 
— no wear on 
punched holes. 


Users of ring binders are fast swing- 
ing over to the Faultless S-O! Why? 
It’s more efficient — saves time! 
Rings open wide for easy insertion 
of sheets. 20% more sheet capacity! 
Lies flat! Positive locking rings, 
plus many other great features! 

Before you decide, be sure to ask 
your office supply dealer to show 
you the FAULTLESS S.-O, it’s 
amazingly different! 


STATIONERS LOOSE LEAF COMPANY 


246 E. Chicago Street, Milwaukee 1, Wis. 
114-116 East 13th St., New York 3, N.Y. 


For More Information Circle No. 410 


257 





LIKE THE DA 


OF A NEW DAY 


THE FIRST TIME | USED 
ROGERSNAP CARBON SECOND 
SHEETS IN THE NEW 
*FLIP-OUT DISPENSER BOX! 
They changed me from an aver- 
age secretary to one of the best 
...and my work is easier than 
ever before. If you ask your sta- 
tioner for a copy of the Compara- 
tive Cost Analysis, it will show you 
why. Tests prove that by elimin- 
ating waste motion, Rogersnap 
saves time and money and 
increases efficiency. 
*Registered 


RROCERSNA 


, Pr K 


P.O. BOX 10425 - DALLAS, TEXAS 


For More Information Circle No. 359 
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year of their school career. The teacher 
supervising such a program could see 
that the students get a maximum of 
benefit from their work experience and 
thus become better, more efficient 
workers. Businessmen benefit because 
they can employ better prepared workers 
and also because of the excellent public 
relations they can develop through such 
a program. 

Some colleges sponsor similar cooper- 
ative work experience programs for bus- 
iness teachers who may work full-time 
in offices for several weeks in the sum- 
mer. They also meet before and/or 
after the work experience to discuss how 
they can make practical applications of 
what they learned on the job. They 
keep up-to-date on what is expected of 
office workers and can do a better job of 
preparing potential office employees. 

Improve Your Hiring Techniques. 
Too often, new employees are chosen 
on a first-come, first-hired basis, or after 
a short interview which makes appear- 
ance and first impressions the determin- 
ing factors. An interview is important, 
but even a skillful interviewer finds it 
difficult to judge how a candidate will 
perform on the job on the basis of an 
interview alone. 

There are good employment tests, 
such as the Business Entrance Exami- 
nations provided by the United Business 
Education Assn. and recommended by 
National Office Management Assn. that 
can be administered in schools or offices 
These tests are very helpful in determin- 
ing the levels of skills achieved in type- 
writing, shorthand, bookkeeping, calcu- 
lating and other clerical skills. Other 
tests, some standardized and some not, 
are available from various testing organ- 
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izations. 
score can be very misleading if the 
tests used are not carefully selected or 
prepared for the specific types of jobs 
involved. It may be advantageous to 
get professional advice on testing pros- 
pective employees. 

References are usually requested and 
often checked but, especially with be- 
ginning workers, employers could rely 
much more heavily on the opinions of 
business teachers in the high schools 
and business colleges. Examining the 
grades received is not enough, as the 
relationship to employability may be 
quite remote. If specific questions are 
asked, teachers are usually glad to sup- 
ply information about dependability, 
accuracy, personality and ability to per- 
form specific duties. 

Carefully Orient the New Worker. 
The indoctrination period is especially 
important. In many offices specialized 
machines require training new em- 
ployees. Even where this is not true, 
employees may become confused by 
unfamiliar procedures. Improper han- 
dling will soon turn a good prospect into 
a poor worker. 

The atmosphere of an office may be 
conducive to character defects which 
do not show up in the comparatively 
sheltered school life. If consistent late- 
ness is tolerated, or if lack of good 
supervision makes it possible for workers 
to loaf or gossip at their desks, good 
employees may deteriorate rapidly. Most 
young people are quick to adapt. If the 
whole office is geared to a slow, ineffi- 
cient pace, the new employee will soon 


act the same way, if only to get along | 


better with fellow employees. 
When serious difficulties arise, or 
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However, an objective test | 


NO OTHER 
PAPER CUTTER 
BUILT SO WELL 
TO SELL SO LOW 


“TD refigonoa polio” 


the precision Paper Cutter 


SIZES: 
14” and 18” 


(20%." "eet 


FOR OFFICE, 
BOOKKEEPING AND 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations with duplicat- 
ing departments, stationers, photo finishers, smali 
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if difficulties are common to many 
workers, especially the new ones, teach- 
ers should be told. In some cases they 
may be able to advise the employer how 
to clear up the trouble. At any rate, 
the teachers will be able to do much to 
avoid the same trouble with future em- 
ployees. If certain words are frequently 
misspelled, or a certain type of arith- 
metic error is common, teachers should 
know about it. If a good rapport has 


been established between business and 
the school, they will appreciate being 
told. The more specifically they recog- 
nize the problems of preparing workers, 
the better they can do their job. 

With increased cooperation between 
those who hire office workers and those 
who train them, placing the right worker 
in the right job should become easier 
and more pleasant for everyone con- 
cerned, especially the worker himself. 
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Why Leave This World? 


(Continued from page 168) 


ments in our industry during the past 
decade have been the development and 
improvement of unitized microfilm for 
accessible record retrieval, plus the in- 
stant reproducer for hard copy refer- 


ence. Making microfilm more accessible | 
to the user has been the greatest con- | 
cern of our industry. To make it possible | 


we have expended a high percentage 


of our research dollar. The results are | 
reflected in such reference systems as: | 


The engineer has microfilmed draw- 
ings on an EAM card for automatic 
sorting and selecting. 


The hospital administrator can have | 
either a speedily mounted Micro-opaque | 
card or a microfilm jacket with add-on | 
features for complete up-to-date case | 


history study. 
The retailer can have an item from 


a complete parts catalog instantly refer- | 
enced by an automatic index-locator | 


reader. 


Much recent publicity has dealt with | 
microfilm’s use as an immediate means | 
of accurate, low cost copying and dupli- | 


cation. This second development feature 
affords high speed, single or multiple 
printing from microfilm rolls and/or 
Filmsort cards and is destined to in- 
vade every present copy-requiring appli- 
cation. 

This is office automation: a compact 
machine that produces instant paper 
copies, one or an infinite number, from 
space-saving microfilm originals. We 
have now a completed circle from origi- 
nal documents, through microfilm as a 
medium of accessibility, security and 
reference, to instant reproductions from 
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mn | film for immediate use and information 


Cartons addressed accurately, identically 

dollies roll to shipping dock. Average 3 1/ 
seconds per carton . . one man—one hand 
operation. 
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dispersal. 
Our industry, like many others that 
have had rapid growth, is mindful of the 
| necessary educational groundwork re- 
quired to enlighten uninformed and 
misinformed potential users. We have 
| heard many businessmen state, “Micro- 
| film has fascinating possibilities but it is 
| more costly than insurance or fire-file 
storage”. This shows lack of the proper 
| and all-inclusive cost figures. If con- 
fronted with a survey analysis, we are 
| certain that this exclamation would 
change to, “We cannot afford to be 
without microfilm.” The misinformed is 
likely to state, “Microfilm is an excellent 
| system for large companies but not for 
| small ones.” A cost-saving system can 
be established for all size companies, 
either by equipment purchase or a 


| Complete 
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| Treatment with 
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CLOCKS 
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Hi-Lite Clocks are available in either Inbuilt 
or Prebuilt designs. 

Hi-Lites add beauty and charm to your interior 
decorations. 


For additional 
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P. O. Box 91 South Milwaukee, Wis. 
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information write 
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microfilming service, on a dollar and 
“sense” basis. 

Investigations of our microfilm claims 
have brought tangible and intangible 
savings to many users. One such user’s 
claim printed in its own publication 
reads: “A good reference system is an 
asset to any company and here at 
we take justifiable pride in our modern 
up-to-date setup for cataloging, filing 
and reproducing some 962,000 draw- 
ings. To be able to obtain in a matter 
of minutes, a reference print of micro- 
film for projection, as shown on this 
month’s cover, can frequently save 
hours of valuable engineering time when 
working out a customer setup.” 


Unlimited space is available by paper 


destruction and use of data-retention 
microfilm with projection reference or 
paper recreation. Don’t short-circuit your 


vestigate microfilm’s advantages and cost 
for your next record keeping, retrieval 
or copy problem. 


Nothing In-Between 


(Continued from page 166) 
requisition after this sorting, it may re- 
quire multiple imprinting. A purchase 
order may be designated for one or 
more items on the requisition, and the 
balance may be going out on a request 
for quote to four vendors. Thus five 
vendors’ plates would be used. We do 
not have a plate for every vendor; only 
for the 100 most often used. Others 
are entered by the typist when she types 
the body of the form. 

Quite often we have 11 purchase 
orders at once for the same vendor—ten 
for the ten hospitals and one for our 


organization’s progress by failing to in- field office stock. Here the imprinter is 
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a tremendous timesaver, putting ven- 
dor’s name and address on the 11 pur- 
chase orders in a fraction of the time 
a girl could type them. On such a run 
we have the plates for the 11 recipients 
in series and set the imprinter on “con- 
secutive” instead of “repeat.” We are 
trying to cycle the requisitioning of 
many items by our hospitals, and this 
tends to give us clusters of ten at once. 

On each vendor's plate we have, in 
code, the regular terms and f.o.b. point 
The typist can get it from the imprint; 
the buyer does not have to indicate it 
on the requisition. Of course, some 
vendors have different terms or f.o.b. 
status on different products and, for 
them, we eliminate this line on the ad- 
dressing machine plate. 

Our hospitals have the same type of 
addressing equipment for patient iden- 
tification plates, plus the machine to 
inake the plates, so we have our plates 
made by one of them. If we did not 
have that facility, we would have them 
made by the supplier of our imprinter. 

Our form for a change in purchase 
order is, of course, not pre-numbered. 
Thus, we are able to imprint ten of 
these at a time for each institution, and 
have them in bins for quick picking as 
needed. We also imprint second sheets 
for purchase orders ten at a time for 
each institution. These are the same 
seven-part snapout forms mentioned 
above, but not numbered. 


The Big Change Ahead 


(Continued from page 165) 
attitude to accept this new world. Part 


of his training was in meeting others 
who had even worse situations and 
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greater handicaps. With a changed atti- 
tude Jim learned to “travel” and was 
given the opportunity to help others 
learn to move about. He discovered how 
to laugh and play again. He adjusted. 
He accepted the situation. He began to 
write encouraging letters home; even 
spoke of his future at Aeronca and what 
he would do when he returned as the 
union’s vice president. 

Return he did. 
But the return trip 
was different. He 
came home on the 
train by himself 
at his own re- 
quest. He made 
the transfers him- 
self, purchased his 
own tickets, or- 
dered and ate his 
meals without 
help. He was the 
“old” Jim Mur- 
phy. 

When he was 
settled at home, 
some of us talked 
to him and found 
a new man who 
had adjusted com- 
pletely. "Now I’m 
blind,” he told us, 
“and can't see 
how the person 
presents his prob- 
lem, I can only 
hear what he says 
and measure his 
words by his true 
accomplishments. 
Because I’ve 
learned to see 


phrase... 
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better with my heart than I ever did 
with my eyes, I’ve adjusted to being 
blind and I’m as happy as I’ve ever been 
in my life. It required considerable 
know-how and patience, but they taught 
me how to accept change.” 

Jim Murphy returned to Aeronca and 
resumed work. He lost some of his in- 
dependence, but he found an inner light. 

This is a true story, one that applies 
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to the handling of personnel and the 
changes that will be caused by auto- 
mation. 

People resist change just as Jim re- 
sisted the change forced on him. People 
want to know what is happening to them 
and sometimes, as in Jim’s case, shock 
treatment is necessary. A little friendly 
insistence is always necessary, but first 
we ourselves must study the problem 
long enough to really know the answers, 
and be able to produce solutions to the 
various problems of the individuals in- 
volved in the changes. Otherwise we'll 
be like Jim’s friends who were able to 
sell the advantages of the change, but 
not to make permanent progress be- 
cause they didn’t really know what was 
required. 

We need to spend much time on the 
feasibility study and an equal amount 
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of time on education of all levels of 
management before we approach the 
clerical worker. We know there will be 
many, many changes—not only in office 
procedures, but in products, sales meth- 
ods, supervision and all phases of busi- 
ness. 

Du Pont has forecast that in 1970 at 
least 60% of its income will come from 
products not yet invented or products 
now in their infancy. This is true of the 
problems of automation. By 1970, or 
even before, persons who are specialists 
in their jobs and who love their work 
will find their skills no longer needed. 
This will require tremendous readjust- 
ment. It will be similar to starting over 
even as Jim Murphy had to learn again 
to read and write and walk. This prob- 
lem not only faces clerical workers; it 
faces management too. How many times 
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have we heard an executive say he has 
25 to 30 years experience and, because 
of this, knows a proposed idea won't 
work. 

“It wouldn’t work 20 years ago and it 
won’t work now,” is an often repeated 
statement. Sometimes, of course, he is 
right. But often he is wrong. He is fol- 
lowing the old line that the best way 
not to make a mistake is not to do any- 
thing. It’s the easiest way to maintain 
popularity with his personnel. If he 
does not consider new ideas, he won't 
have to face changes. Then he doesn’t 
face the problems of adjusting jobs, 
teaching new jobs or transferring people 
in or out of his department. 

Executives need to adjust. The future 
won't wait. They must be encouraged to 
seek improvements and, if encourage- 
ment fails, shock treatment must be used. 


To gain acceptance for automation 
with as few personnel upsets as possible 
will truly test the mettle of office and 
personnel executives alike They must be 
able to analyze potential problems and 
areas of conflict for individual em- 
ployees, and to plan a communications 
and training program to minimize these 
disruptions. The same thought must be 
applied to executives as well. 

With the rapid move toward auto- 
mation in the office, we are often asked 
what will be the employment situation 
in the future. We believe that aptitude 
and psychological testing before hiring 
will play an increasingly important role. 
Working as a member of the company’s 
team will be stressed and imagination 
will become vitally important. 

We will size a man, not by the dis- 
tance from his feet to his head, but the 
distance from his head to the sky. We'll 
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seek men with ideas and a willingness 
to develop their ideas. On-and-off-the- 
job training will be stressed and com- 
munications will be strengthened. The 
company will want people to know 
and understand it better and the people, 
being more imaginative and better edu- 
| cated, will demand more information. 
|The personnel department must be 
equipped to handle education, plant 
protection, safety, salary disbursements 
| as well as employment and counseling. 

In the final analysis, we will always 
have clerks, but they will need different 
skills and backgrounds. We will need 
individually planned indoctrination pro- 
grams. While machines give us efficient 
operations, they also require personal 
attention. The machines will be bigger 
and more complicated, the methods less 
flexible. People will need more educa- 
tion and imagination to install, maintain 
and operate the machines. 

The next years are golden ones. We 
can do more for our people than ever 
before if we start now to prepare them 
for the changes that must come. We 
hope shock treatment will not be neces- 
sary Often. It won’t be if we start im- 
mediately to tell the story of automation 
and explain how it will benefit us all 
with better jobs and a higher standard 
of living. 





|The New Leadership 


(Continued from page 153) 


been considered as holding rather ad- 
vanced views, but he maintained that 
| the best stimulus is knowledge; not only 
knowledge of work but a_ general 
knowledge of what goes on elsewhere 
and of what others are thinking. The 
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executive of tomorrow, or the day after 
tomorrow, will need a much wider gen- 
eral knowledge than he does today, and 
a more precise technical knowledge. 
Providing him with that information 
will be the business of his employer. 
Some people believe that automation 
will make the technician a near demi- 
god. Rather, I would say, the real man- 
ager will have to become a far better 
technician and broader-minded man of 
the world than is the average one to- 
day. In no other way will he be able 
to make the biggest use of the informa- 
tion ADP will provide. The best man- 
agers of the future will be those with 
the capacity to utilize all the greater 
volume of data before making a deci- 
sion and then making a decision in 
accordance with that data. 


There will undoubtedly be many 


more problems. For instance, we shall 
have to revise our ideas of building de- 
sign so that the equipment can be fitted 
in to best advantage and the natural 
workflow organized accordingly. Co- 
operation with the trade unions will 
have to be closer, and relations built 
up on a better knowledge sharing basis 
than today. 

In our General Post Office mechan- 
ical equipment is fast turning many 
departments into near-automatic sec- 
tions and unions are represented both 
on the top level committees dealing 
with matters of future policy arising 
from mechanization and on a mechan- 
ical aids committee which is developing 
new machines. Union views are voiced, 
heard and discussed at the beginning 
of a development and the possibility 
of an impossible situation arising out 
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| business world of the future. 
| have to be if automation is to progress’ 
| with full regard to the interests of em- 











For More Information Circle No. 402 


270 


| of a fait accompli is avoided. Such liai- 


son will become a normal thing in the 
It will 


ployees whose lives will be affected by 
it. 

As automation is introduced, I would 
add a plea for improvement of the team 
spirit within our organization. As more 
of our tools become so complex that 
their maintenance is the job of an 


“expert, it becomes increasingly impor- 


tant they 
smoothly. 


should be kept running 


Accountants’ Education 
(Continued from page 142) 

have been debating the question for 
many years. They are in general agree- 
ment that, for a successful life of ser- 
vice, he must first of all possess an alert 
mind trained by a broad education in 
liberal arts combined with appropriate 
specialized training. They are in agree- 
ment also that the education process 
signifies more than academic theory, 
important though that may be. On-the- 


| job training and experience learned in 
| the pursuit of one’s job activities are 
| essential. The management accountant 
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must learn the new methodologies of 
electronic data processing and opera- 
tions research. He must maintain an 
open and inquiring mind and be willing 
to face challenge and take responsibility. 
He must profit by success and setback 
alike. He must be current with the 
changes in his profession and learn to 
change with them. 

The National Assn. of Accountants, 
operating through its national services 
and chapter programs, is an invaluable 
adjunct to this continuing process of 
education vital to the mature and re- 
sourceful accountant. Its programs of 
conferences and research, and its publi- 


cations are dedicated to contribute the 
maximum to the development of the 
accountant and to promote the widest 
possible dissemination of accounting 
thought, ideas and experience. The as- 
sociation’s 150 chapters and accounting 
groups provide an additional opportuni- 
ty for the accountant to sharpen his 
skills and widen his capabilities. Chapter 
meetings, discussion forums, committee 
activity, responsibilities as an officer or 
director, and general participation in the 
chapter’s programs add greatly to the 
accountant’s abilities necessary for suc- 
cess as a key force in the operation of 
today’s business. 





TIME STAMP yecords to the minute— 


when it arrived... 
how long it took... 
when it left. 


4-jewel movement—Not expen- 
sive. Unconditional full year 
guarantee. Space for company 
name, Received, Shipped, etc. on 
rubber die to print with time 
and date. 


INQUIRE TODAY! 


DORSON CORP. 


605 W. Washington, Chicago 6, Ill. 


1ze 


Impression 
% actual s 


MAR 22°52 AM 
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File Speedaumat Plates 
FAST 


with THE QUIK-SORTER 


The Quik-Sorter saves time wherever Speedaumat plates are filed. 

One person can easily sort plates to a wide range of categories: 

alphabetically, numerically, geographically—or any other desired 

groups. The brats has 64 compartments with removable 
c 


partitions which can be indexed as required—or some partitions 
can be removed to use fewer, but larger, compartments. 
One operator can use as many as three — sorting 
into as many as 192 different categories. Send for illustrated 
Sold on 10-day: approval. Write to 
Machine Co. of Calif., 667 Mission St., San Francisco 
Ukon 2-2130. 


literature and prices. 
Addressin 
5, Calif. 
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Watch ADP Developments 


(Continued from page 132) 


association. This is not an expense; it 
is an investment in the future. Confer- 
ences, such as the IASA conference and 
local chapter meetings, allow you to 
meet the people with the solutions to 
your problems. You get to know these 
people personally and you can feel free 
to write to them any time. 

The membership of IASA is com- 
posed of over 725 insurance companies: 
life, accident and sickness, fire and 
casualty. Its monthly publication, The 
Interpreter, carries many timely ar- 
ticles, including experiences in install- 
ing and operating EDP systems with all 
types of equipment. Many ideas are 
passed from company to company 
through The Interpreter. 


HUTTON 
add-O-mount 


Put Add-O-Mount under 
your calculators 

and adding 

machines. ADDS 

*, top speed and 
accuracy. 


pad designed for ALL 


ofice machines 

-one side GRIPS desk firmly 
other side allows machine 
to SLIDE. Sound 
ening; all standard 


Folding Tray File 


Beautiful plastic desk 
trays that fold compact- 
v. Security, Privacy, 
Accessibility, Space 
adds 100% to 200% for 
overnight storage. For 
letters and office papers. 


dead- 
sizes. 


Inquiries 
Invited 


, mE 
Manufactured by 


HUTTON BUSINESS SERVICE 
Box 66, Highland, California 


This year the IASA annual confer- 
ence will be held at the Hotel Sherman, 
Chicago, May 15-18. Meetings will 
range from lectures by experts to bull 
sessions in the halls, but everyone. will 
be interested in one thing: how can the 
accounting and statistical procedures in 
my company be improved? Many will 
go home with the answer. 

Exhibits are a featured part of an 
IASA annual conference. Last year in 
Atlantic City, 20 exhibitors showed 
their equipment and products or ex- 
plained their services. It is hoped that 
these exhibits will be increased. 

The possibilities of electronic data 
processing are unlimited. Future de- 
velopments will be astounding. It’s up 
to all of us to put these machines to 
their proper use and increase the effi- 
ciency of our operations. 





ALL NEW 


_SPEEDRITE 
ACCOUNTING 


Copyholder 


Accepts ledger 
sheets up to 17 
inches in width. 
Enables typist to 
read copy from wide sheets directly in 
front of her, without eye or neck strain. 
Flexible adjustment to any desk. Easy to 


JS PEEDRITE SECRETARY 


Copyholder 


Also made by Hall-Welter is the Speedrite 
+ gg Copyholder for I! inch size 
ects. 


Write for descriptive catalog 


x 
NC.- ROCHESTER 20, N.Y 


COMPANY 


38 MT. HOPE AVENUE 
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Maintain Controls in EDP 


(Continued from page 127) 


internal auditor’s area of responsibility, 
after his participation in the original 
planning, 
following: 
e Appraisal of controls to insure cor- 
rectness and completeness of input data. 
e Review of procedures designed to 
prevent manual alteration of data, both 
new and stored. 

e Review of machine programing, and 
appraisal of built-in checks and controls. 
e Appraisal of measures followed to 
assure machine accuracy. 

e Review of physical and quantitative 
controls over master records and stored 
data. 

@ Review of daily log of machine op- 
erations, noting productive running 
time, re-runs, shutdowns, idle time, etc. 


e Examination of organization, divi-|. J 


sion of duties, and operational controls. 
e Review of planned maintenance, and 
other means to assure machine relia- 
bility. 

e Examination of reports and runs to 
appraise accuracy, completeness and 
need. 

e Watch for possible methods to im- 
prove and increase efficiency. 





NOW! 


<4 Cartridge ink 
for use on 
Rex - Rotary 


chines. 


National Distributors: 


AMERICAN OFFICE EQUIPMENT COMPANY 
24 East 2\st Street New York 10, New York 
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Duplisette 
the READY-MADE seccoad 
sheet and carbon set 
CLEANEST - FASTEST - MOST 
ECONOMICAL method to 
obtain carbon copies! 





ONE-WAY 
SPEED 
MESSAGE 
2-port 
TWO-WAY 
SPEED 
REPLY 


; Carbon-interleaved 
“port 


TIME and EXPENSE-SAVING 
substitutes for needless, costly letter 
writing! Expedites instructions and 
compels immediate replies. Can be 
imprinted at nominal cost. 


STOCK 
FORMS 


invoices 
Purchase 
Orders 
Bills of 
Lading 


Carbon-interleaved 3 or 4-part sets. 
Inexpensive, basic business forms at 
less than custom-made prices! Recom- 
mended for modest quantity users. 
Can be imprinted at nominal cost. 


STOCK FORM TRAYS 


Neoat- efficient 
lightweight holders 
for forms — with 
drawer for copies. 
Model CT-87 (2- 
compartment) only 
$4.501 Other models and sizes up to 
$7.40 — A MUST for the efficient desk! 


FREE SAMPLES of all forms and catalog 
showing complete line on request 


CARTERET PRINTING COMPANY 
Manufacturers of Business Forms 
480 CANAL STREET NEW YORK 13,N.Y 
WOrth 6-1454 
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You Get Things Done With 
Boardmaster Visual Control 


ee ah oa: ssecesasa72 ett 8 
, PITT SSS ee SS 
“FenrneessoemRoaacon 
‘ 


¢ Gives Graphic Picture of Your Operations— 
Spotlighted by Color 

7 Facts at a glance—Saves Time, 
Money, Prevents Errors 
Simple to operate — Type or Write on 
Cards, Snap in Grooves 

- Ideal for Production, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attractive. 
Over 500,000 in Use 


Complete price S49 


FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


Yanceyville, North Carolina 
For More Information Circle No. 395 


ie CUT-OUT LETTERS 
OF DURABLE COLORED CARDBOARD 


2” CAPITALS—180 letters & numbers 
Red, Black, Green, Yellow, 
White — $1/set. 13%” MANU- 
SCRIPT — 240 letters per set: Red, 
Black, Green, Yellow, Blue, White— 
$1/set. 4” CAPITALS—150 letters & 
numbers per set; Red, Black, Green, 
Yellow, Blue, White—$2/set. Other sizes 
available. Reusable two-sided plastic 
adhesive, $1 per pack. Order by mail 
(underscore sets, colors desired). Only 1 
size, 1 color od set. C.0.D. is O.K. 
MUTUAL AIDS, +, 325 
1946 Hillhurst, Los Angeles 27, Calif. 


Saves 


Traffic, 


Inventory, 


50 including cards 
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24-PAGE BOOKLET NO. F-!00 | 
| through the year, to see if you're stay- 


| ing within range of your plan. 


e Survey machine usage for a progress 
report to management. 

A well programed and tested EDP 
system has proven extremely reliable 
and accurate. While controls over inac- 
curate processing have increased, the 
controls against fraud have weakened. 
The role of the internal auditor has be- 
come an important factor in maintain- 
ing the necessary controls. Without 
doubt, his responsibilities will be greater 
as those processes are expanded, trans- 
mission of data is automated, and more 
records are eliminated by wider use of 
stored data in magnetic tapes. He will 
need to keep pace with new processing 
procedures and equipment to continue 
his effective and efficient service to 
management. 


Planning in Advance 
(Continued from page 120) 

you are keeping in your own office and 

compare them regularly to your plan. 

In any case, use your budget. Watch 

each item of expense as it builds up 


If you’re running over, why? Pos- 


| sibly there’s a very good reason and 


there is no cause for concern; but may- 
be your people are getting careless 
about expenses and need a word or two 


' on the subject. Are expenses running 


below the budget? Again, why? If you 
overestimated, OK; what’s done is done, 
and we hope you'll do better next time. 
But if there has been a change in oper- 
ations so that a given type of expense 
is less than anticipated, :look out for 
overruns in another type of expense. 

Just one year of honest trial of the 
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formal planning that we call “budget- 
ing” will show you what’s in it for you. 


For one year make a sound, down-to- 


earth, estimate of what you plan for 
your organization, and then compare 
the results with that plan. Do it as a 
part of your company’s budget or, if 
they haven’t one yet, do it on your own. 

You'll find that many of your day- 
to-day operating problems will be sim- 
plified and some even may vanish. 
You'll probably find that the budget will 
provide automatic methods of inven- 
tory control. Some department man- 
agers have learned that a good budget 
enables them to plan for daily, weekly 
or monthly peakloads so that overtime 
and extra help are avoided. You're 
much more likely to have the equip- 
ment and space available when expan- 
sion requires additions if things have 


IF YOU USE CARD RECORDS 


You can save time with... 


been planned. There are a host of ad- 
vantages that hundreds of thousands of 
operating people have found in bud- 
gets, but topping them all is the sheer 
satisfaction of making a good plan and 
then finding that it really was good! 

If budgeting is new to you, you 
might spend much time learning the 
tricks through trial and error. But there 
are many before you who discovered 
those tricks, and NSBB offers the bene- 
fits of that experience. Maybe a sub- 
scription to Business Budgeting will pay 
off. Drop a line to National Society for 
Business Budgeting, Box 1, Covington, 
Ky., and inquire about it. 

You might like to meet the budgeting 
people in your community. There’s 
probably a chapter near you having 
dinner-meetings every month. Write to 
the above address for the name of the 





MAGNE* DEX | VISIBLE CARD SYSTEMS 





"The Card That Walks’ 


The Nation’s Fastest Card Finding Systems—By Your Own Test 
MAGNE-DEX provides VISIBILITY for any card record file. The 
headings on 15 to 20 cards become instantly visible wherever 
the operator places her hand to pull, replace or rearrange a 
card. This MAGNE-DEX feature saves u 
time compared to conventional files of all types. 
Let us show you how MAGNE-DEX can im- 
prove the card file in your oflice, whether 


it contains a few hundred or thou- 
sands of cards of any size. 
Permanent magnetic forces cause repulsion and 
separation, one card from the other. 
Write today for full 
*/ information, and the 
name of the MAGNE- 
DEX dealer in your 
city. 


BUSINESS EFFICIENCY AIDS 


8114 Lawndale Avenue, Skokie, Illinois 


a Ce mad 


to 60% in 
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WILHELM DREUSICKE & CO., K.-G. 
BERLIN W. 35 (Brit. Sector) 


MANUFACTURERS of: 
"“DREGO" WASHERS 


: 
A/ f 


They clean thoroughly 
in a few minutes 


Typewriters, Teleprinters, 
Cash Registers, etc. 


For small and large workshops and 
for every cleaning purpose there is 
the right ‘““‘DREGO”’ Washer, for foot 
operation or electric. 


TYPE SOLDERING GAUGES, 
3-DIMENSION TYPE TEST PROJECTORS. 
SPECIAL PLIERS and TOOLS 


PRECISION STEEL TYPE, 


TYPE WHEELS and PARTS 
for TYPEWRITERS, BOOKKEEPING 
and ADDING MACHINES. 
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president of the nearest chapter and 
details about their meetings. This year 
the annual conference will be in Cin- 
cinnati, May 19-20, two days when 
you can meet hundreds of budgeting 
executives in your field and many 
others. Seminars, general sessions and 
many valuable contacts can be made. 
The society will be happy to send you 
details and welcome you to the con- 
ference. 

It is you operating people who read 
THE OFFICE—and all of the others “on 
the firing line’—who can benefit most 
from budgets. The better you make 
your plans, the easier and more reward- 
ing your job will be. 


Understand Computers 


(Continued from page 115) 


solid state components provides even 
more dependability and will reduce air 
conditioning and power problems as 
well as the floorspace needed. There is 
a trend towards production of systems 
comprised of individual components 
which permit choosing a computer more 
or less tailored to the size of the firm 
or to the job. Thus, a modest initial in- 
stallation can be expanded into a large 
scale system, as circumstances justify, 
by adding components to increase cap- 
acity. The computer manufacturers will 
not stand still and there will be further 
improvements in the coming years, but 
the specter of early obsolescence is di- 
minishing in importance as it should be 
possible to change out individual com- 
ponents without replacing the whole 
system. 

While the procedural and programing 
work involved in putting one of these 
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Do You Have 


“DESK- 
SHELF 
MESS ?” 


clean it up with a 


VISO-DESKPLATE 


Be rid of dirty, taped and 
torn sheets on your desk 
shelf! The new heavy 
gauge plastic Viso- 
Deskplate keeps calen- 
dars, schedules, phone 
lists neat and clean. 
Crystal clear—smooth 
to write on—unbreakable. 
Dirt or ink spots easily 
wiped off. Self-sealing 
hinge—just lift front edge 
to change material. Stand- 
ard size 1244” x 15”—special sizes on request. 
ORDER TODAY—SATISFACTION GUARANTEED 


If your stationer does not have Viso-Deskplate, 
we ship postpaid for check with order (or open 
account to rated companies). 


One for $2.95 Six for $16.80 Twelve for $31.85 
Send dealer's name with order. Literature and sample on request. 


D.C. HEY CO., Inc. © 2108 Nicollet Ave., Minneapolis 4, Minn. 
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Stat RIGHT in '60 


and Save 
Income Tax 
Troubles 





BEACH'S 
best provide 
records. So 
easy to use, 


sturdy, and 
COMPLETE 


Weekly & 
Monthly 
Books, 
Weekly 
Sheets 





LEADER 


in Sales 








Stationers, or 


BEACH PUBLISHING COMPANY 
19829 W. McNichols Rd., Detroit 19, Mich. 
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Supreme FOLDING Copyholder 


The ONLY Copyholder on 
the market that meets 
EVERY typing require- 
ment in a modern office 
at a price so low that 

no office need be with- 
out one! Holds all 
types of copy ma- 

terial . . . steno- 
graphic note 
books... law 

books... cards 

. .. ledgers, 

etc. 


sizes 9” x 13” $10.55 delivered 


NO NOISE OR VIBRATION — Mounted on 
rubber pad. 


STRONG STEEL CONSTRUCTION. 
BAKED-ON GRAY ENAMEL FINISH. 


LINE GUIDE MOVES FREELY—a 
time at a touch of a finger. 


FOLDS EASILY—to fit drawer or brief case. 


line at a 


Sold on Money Back Guarantee 


STANDARD SALES & DISTRIBUTING CO. 


3532 Fletcher Drive, Los Angeles 65, Cal. 
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AMERICAN SPEED SET 


| Gear Construction Numbering Machines 
Te Model 43 


Control 
Wheels engrav- | 


ed with figures, | 
letters, fractions, | 
words, etc. 


Any Number 
Quickly 
Brought Into 
Printing 
Position 


SPECIAL 
FOLDER 





: 
| 
| 
| 

WRITE FOR | 
| 
| 


AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
BRANCH—105 W. MADISON ST.. CHICAGO 2. ILL 
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fue i ffj d | : new systems in use is still lengthy and 
=| io In O1ICe an p ant... time consuming, it has been considerably 

_ simplified by new programing techiques. 

| More important than recent and ex- 


e pected developments in computer sys- 
hrc tl nm e tems is the fact that railroads now have 
a i | personnel who are experienced in plan- 
#: RECORDER- ning for putting the equipment to work. 

TOTALIZER Much has been said of the logical func- 
tions which a computer can perform, but 
the only logic involved is in the mind 

l of the technician who directs the ma- 
putas chines. Our apprentices in data proc- 
~ measures and records essing are becoming skilled craftsmen. 
ea The systems analysis required before 
es machine utilization a computer can be utilized will, in many 
m4 Is your expensive machinery or | S@S€S; point out advantageous procedural 
>. equipment fully utilized? changes but the mere substitution of data 
> | “TRI” gives you the answer! processing machines for either manual 
wt! TRI records on-off time of any | OF Other mechanized procedures does 
: + machine to which it is electrically | not represent the true justification for a 
2 | connected. Stylus marks (on a con- computer even though, from an ec- 
4 j tinuous, timeprinted tape) exactly © Qnomic standpoint, in some cases it may 
°o 
8 
° 
pe | 
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; when that machine started, how long b ffici 
it ran, when it stopped. e sufficient. 
Actual productive time is totalled The office worker is not engaged 
on a direct-reading register. solely in making an historical record of 
Access window enables employee business transactions. An important 
© {to note on tape reason for down. | function of his work is producing, in 
o | time. Tapes run continuously for four timely fashion, the information which 
months. Stylus uses no ink. . agg 
oO 5 ‘ management requires for efficient op- 
4 TRI tells you when anything hap eration and this i ticularly true of 
’ pened, how long it lasted. meniniy iet an ae — os 
TRI data-on-tape is an accurate ral roa S and other industries whose op- 
° 4 fice. Ideal for time study, production In the past it was impossible to pro- 
5 , Comparison, pinpointing bottlenecks, | vide data currently which, if timely, 
i. preventive maintenance and hundreds ‘ : ar . a 
©. | of other applications. would be important in managerial de- 
3 Price of standard model is $65. For cisions, because digesting huge volumes 
o write for Brochure OR-!. of data and compressing it into mean- 
ingful reports took so long that it could 


not be made available when needed and, 

is ‘standard in many instances, was too costly to pre- 
INSTRUMENT CORPORATION pare. With data processing, it is possible 
57 BROADWAY, NEW YORK 12,N.¥. | to produce added information in time 
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and at reasonable cost. It is also possible, 
by use of pre-determined standards, to 
reduce the scope of these reports 
by narrowing them down to those items 
on which decision or action is required, 
rather than producing large masses of 
data which have to be analyzed to deter- 
mine which items exceed normal bounds. 
While some progress has been made 
along these lines, it is here that we have 
perhaps made the least progress and 
which offers the greatest possibilities. 
The skills acquired in bread-and-butter 
applications will permit reaching the 
intangible benefits obtainable through 
vision and creative effort. 

The story is not complete without 
mention of the human values involved. 
These are of first magnitude. Just as the 
railroads were built by the back-breaking 
toil of great gangs of human beings, so 


IF OFFICE GIRLS HAD 


EIGHT ARMS 
They'd Be As Fast and Versatile 
AS THE NEW 


has unmechanized clerical work con- 
sisted of the dreariest mental drudgery. 
Elimination of this labor through mech- 
anization has emancipated office wor- 
kers, freeing them for higher intel- 
lectual activities, more satisfying in ac- 
complishment and entailing a higher 
level of skills and earning capacity. 


Providing Audit Trails 


(Continued from page 106) 


become thoroughly familiar with the 
basic operational system to which the 
computer is applied. 

In most cases, computer applications 
now in use were engineered without 
the service of the public accountant or 
internal auditor. The necessary pro- 
cedures to provide audit trails or 


periodic printouts of significant infor- 


At YOUR FAVORITE 
STATIONERY STORE 
Fast and versatile, the new Amfile® 


Sort-All lets you sort anything for Filing— 
Posting—Mailing—Distributing, etc. Sorts alpha- 


betically from A-Z—by Month, Day or Date or any 
combination. Numerically by 5's or 100's and singles. Sturdy 
pressboard with plastic tabs—assures long life. 


DON'T BE "OUT OF SORTS"—SORT YOUR 


PAPERS THIS EASY WAY! 


AMBERG FILE & INDEX COMPANY 


KANKAKEE, ILLINOIS 
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mation may not be available for audit 
use in spite of an excessive production 
of documentation. At this point, the 
auditor may be concerned with provid- 
ing audit trails through systems or pro- 
cedural modifications. In future com- 
puter applications, the auditor should 
be involved in the basic planning and 
application steps to assure the provision 
of audit trails. 

Internal controls, as we know them 
now, will undergo substantial changes as 
greater reliance is placed on computer 
operations. Internal clerical controls 
which may involve divisions of responsi- 
bility and control of documentation flow 
can be eliminated in computer opera- 
tions. For example, the posting of ac- 
counts payable and preparation of 
checks may feasibly be performed by 
the computer. Formerly, at least two 


persons were involved in these trans- 
actions. It will not be necessary for the 
auditor to verify the existence and appli- 
cation of these controls since they are 
performed impersonally by the compu- 
ter. He will be interested, however, in 
assuring that unusual transactions. han- 
dled outside the computer procedures 
are proper. With the checks or controls 
built into the computer by the manu- 
facturer, a more effective and reliable 
system of internal control will be possi- 
ble. 

The auditor will, as at present, be 
required io assure himself that the basic 
system of accounting and related opera- 
tions is adequate, and that computer 
programs are properly developed to 
effect the system requirements. He will 
then assure himself that input data is 
properly and accurately generated and 


GENERAL MULTI FORMS SALES COMPANY 


Manufacturers of Lithographed 





& SNAP-I-SETS 


and 


CONTINUOUS 


LINE HOLE 
PUNCHED 
MACHINE 

ACCOUNTING 
FORMS 


Sold Only 
Through 
Authorized 
Distributors 





The tremendous growth in machine accounting and automation is creating an ever increasing 
market for quality and properly engineered one-time carbon business forms. When a customer 
places an order with you he is expressing his appreciation in your ability and services. 


Do not gamble with his confidence, send your orders to G.M.F. Sales Company and be assured 
that your customer will receive the best quality available. Write today for complete information. 


GENERAL MULTI FORMS SALES CO. 


2020 JO JOHNSTON AVE.—P. O. BOX 1094 NASHVILLE, TENN. 
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processed to the point it is fed to the 


computer. He will ultimately rely upon | 
computer performance as completely | 


as he now relies upon the additions and 
subtractions performed by a manually 


operated bookkeeping machine. At the | 


output point, where printouts of financial 
statements, inventories or other data 
become available for managerial use, 
he will assure himself that they are 
understood and properly used. At this 


point the auditor’s verification processes | 


will emphasize a review of those actions 


taken by people, and his systems analy- | 
sis processes will be extended to em- | 


brace certain aspects of computer use. 
His engagements are likely to be of 


shorter duration compared to present | 
His service and useful- | 


engagements. 
ness to management will be enhanced, 
however, through increased use of his 
-abilities as a professional analyst and 
advisor. 


Not Revolutionary 


(Continued from page 102) 


sheets of paper or a wide variety of 
forms. Thus data is reproduced by the 
page with legible, permanent, black-and- 
white copies for all concerned. 

Human error is also reduced when 
machines handle and process informa- 
tion. A data transmission control system, 
for instance, brought out by a member 
last year, provides an inexpensive moni- 
tor for verifying wire-transmitted data. 
Railroads and chain or branch opera- 
tions find the system efficient for pin- 
pointing and eliminating errors that oc- 
cur over long lines. Basic component 
is a time-proven solenoid-operated add- 
ing machine. Cable-connected at the 
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instantly-available 
OFFSET NEGATIVES, 
PLATES, 


STENCILS 


STOP WASTING time and money! Every 
time you lose or damage an original, you're 
throwing away a $10.00 average investment. 
With low cost, sturdy MIM-E-O STENCIL 
FILES, you can immediately put your finger 
on a perfect stencil, neg or plate hanging 
free from pressure . . . protected... 
. easily filed, easily found. 

There’s a MIM-E-O model for all types 
and sizes, to protect from 150 to 1400 
**inv ts’’. 


And new SADDLE ENVELOPES hang n2g- 
atives, plate plus all work sheets in a single, 


handy, compa unit... in an 
MIM_E-O model. 





SAVE SPACE 
AND TIME with 
EASY-FILE CLIPS and 
EASY-FIND INDEXES 


| MIM-E-O STENCIL FILES CO. 


1051 N. Paulina Street @ Chicago 22, lil. 





"500 Distributors . . . Coast to coast, to help 
you solve your stencil or offset filing problem. 
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transmitting and receiving points, ma- 
chines automatically accumulate figures 
and print batch totals which are com- 
pared at the receiving point (or central 
processing center) to verify the ac- 
curacy of transmitted data. 

Every phase of the business equipment 
industry is taking part in this evolution 
going on in our Offices today. The new 
machines must be housed; therefore, the 


From any 
Point of View... it’s 


BENTSON 


OFFICE FURNITURE 


People have different ways of looking at things. But, your 
your secretary, and you will 
agree on Bentson! Whether you choose compact modular 
furniture (above) or any other style, Bentson quality equip- 
ment will dress up your business. And, you can be sure it’s 
sharp, clean lines will never go out of date! 


office manager, your P. A., 


BENTSON MFG. CO. 


655 Highland Avenue, Aurora, III. 
TW inoaks 7-9237 


makers of metal furniture must produce 
new designs of desks, stands, chassis 
and other housing. The upgraded 
worker, doing more demanding work, 
must have greater privacy and the 
makers of room dividers and modular 
groupings fill the need. 

Workers must have comfortable, 
healthful and pleasant surroundings, and 
the entire office should be attractive and 
conducive to high 
employee morale 
as well as produc- 
tive effort. These 
are partially the 
obligation of the 
manufacturers of 
business furniture. 

The new kinds 
and varieties of 
information call 
for new types and 
kinds of products 
for record keep- 
ing. Today’s re- 
cords are kept on 
and in a wide va- 
riety of our indus- 
try’s products: 
open steel shelv- 
ing, standard steel 
filing cases, rotary 
and other visible 
equipment, port- 
able file systems, 
microfilm and li- 
brary equipment 
—to cite a few. 





A great many 
words are bandied 
about, some in 
jest and some in 


For More Information Circle No. 355 
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seriousness, that “they have a machine | 


to do it now.” The words (and cartoons) 
in jest delight us all, for they are excel- 
lent advertising for office mechanization 
and automation. The humor is based on 
the irony of the seeming possibility of 
man inventing something which turns 
out to be smarter or more accomplished 
than himself, and which gets out of 
control, or turns on him, or talks back 
to him. 

But for persons who regard these 
office innovations with dead seriousness 
and fear that the new machines will 
rob them of their jobs, all of us in super- 
visory and executive positions should 
be ready with reassuring plans for re- 
training and re-orientation. These ma- 
chines will enable business to save it- 
self from drowning in a flood of paper- 
work, to catch up with itself, to do 
a better job. But indications are that it 
is extremely unlikely that they will throw 
any appreciable number of white-collar 
workers out of jobs. In a recent survey 
of 369 companies which installed data 
processing systems, there was a person- 
nel decrease of less than 1%. 

As I said at the beginning, these are 
evolutionary not revolutionary changes. 
Such advancements bring growth and 
greater productivity to our economy 


HOW TO SAVE ON OFFICE 
PURCHASING... 


NEW! 1959 OFFICE EQUIPMENT 
FILE offers the first and only service 
of its kind in the office equipment 
field. Prepared in cooperation with 
leading manufacturers, the 1959 FILE 
is an instant finger-tip reference for 
descriptions, sources and specifications 
on over 1,000 products and services for your office. 
Enthus‘astic users include executives, controllers, indus- 
trial designers, P.A.’s, libraries, institutions and govern- 
ment, management consultants, purchasing agents. 
Over 500 pages—many in full color—can save thousands 
on important purchases and planning. Beautifully bound 


—cross indexed. 
Limited Edition PRICE $15.00 Send Check or P. 0. to 


CATALOG SERVICES INSTITUTE 
32 E. Colorado Bivd. » Pasadena, Cal. 
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CODO’S ‘“ELECTRO-WRITE” 
CARBON PAPER is a wise choice 
for two IMPORTANT reasons: 

e Copies made on an Electric Type- 
writer complement the original! 
They're sharp, clean, and clear, 
and - - - 

e You can use this Carbon Paper 
with Manual Typewriters as well! 
Same outstanding appearance; 
same long life. 

Try it with a Codo Carbon Gripper 

for TOP RESULTS! Samples Free! 


hal MANUFACTURING CORP.— 


Dept. 0 
Leetsdale, Pa. 
Attach this coupon to your Com- 


pany’s letterhead and send for free 
samples of “Electro-Write.” 





|, Sialnindiaidlepnsioinesll 


| 
| 
| 
| 
| 
|_ ADDRESS 
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and, greater opportunities. People will 
be able to develop new abilities and the 
enlarging economy will absorb them. 
This has always been so in the past, and 
it seems certain to continue to be so. 
Were it not so, we would have been 
better off not to have used that first 
wheel which an unnamed ancestor of 
ours was smart enough to invent. 


Life Insurance Companies 
(Continued from page 97) 

sult of reductions in clerical payrolls. 
Analyzing the results impersonally it is 
difficult to state definitely that most 
companies have realized a savings to 
date. However, there are many advan- 
tages established, some not too obvious, 
that are difficult to price, such as the 
ease and rapidity of obtaining impor- 
tant statistical reports and studies, and 
increased accuracy. 

With the increasing scarcity of cler- 
ical personnel, the substitution of data 
processing equipment is helping life 
companies solve their personnel prob- 


lems. Reduction in demands for labor, 
and the ability to upgrade many jobs, 
should create some controls on turn- 
over. The organizational structure of 
the companies is gradually changing 
from vertical lines to permit horizontal 
flow of responsibilities. Such regroup- 
ing permits functional consolidation for 
more efficient and more economical op- 
erations throughout the organization. 

The functions of middle manage- 
ment are being changed by new equip- 
ment. People using discretionary pow- 
ers are the least affected. However, 
many in this group face a complex 
choice of alternates, and the choice can 
be made by a computer. The machine 
is not taking over, but is relieving many 
people of routine tasks, leaving them 
free to do higher level work. Two jobs 
in this middle group are definitely 
moving up. The programer is assuming 
a staff position close to top manage- 
ment. So is the person in research and 
development since management is plac- 
ing emphasis on creativity and innova- 
tion. 





NO FUSS— NO MESS 


When you use 


LINOLEUM 


supply of Scott 
2-ply wipers with 
sample or first order 


LO 


ye) 


"it JAI LOOK BRAND NEW IN 2 MINUTES! 
4) 


qin it 
Send for | 
= free test sample f 


TTNTONK(TEE Na 
Desk Top Cleaner 


Easy to apply. Pour it on — Wipe it off. 
Contains magic miracle compound that penetrates 
stubborn grit and grime. Brings back original finish. 
1 Pint—$1.25 Doz. Pints—$12 
(WEST COAST SLIGHTLY HIGHER) 


Order today. Money back guarantee. 





WIEMER’S, Inc. 


70 Vernon Street © Bridgeport, Conn. wy, 
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maLnetic 


VISUAL CONTROL BOARDS 


Esacts pers omeaancs Fy 


nvonanom ooo os 


Make Card and Peg Systems Obsolete 
No fuss no mess with cards, pegs, 
or other signal devices with ‘‘Maggie’’ 
Control Systems. Permanent colored mag- 
netic indicators that move with finger-tip 
ease offer the easiest, quickest way to 
chart sales, production, inventories, traffic, 
etc. The first cost is the last cost because 
there are no cards or pegs to replace. 

Packaged kits—board and magnetic 
indicators—begin at $49.50. 
For further information, write to: 


maggie magnetic visual aids corp. 
39 West 32nd Street, New York 1, NLY. 


For More Information Circle No. 36S 
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America’s quality 
drawing and com- 
puting devices ap- 
proved by artists 
and draftsmen. 
They like their ac- 
curacy, their trans- 
porency, the ease 
of using them... 
and their many 
plus features. Tri- 
angles, French 
Curves, T-Squares, 
Protractors and 
many others. Send 
for free Catalog 


THE C-THRU RULER CO. 
HARTFORD, CONN., U.S.A. 


For More Information Circle No. 370 
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SAAR Et 


for type that 
sparkles like 


\ 


baad |\ 


VE 


Cleans type CLEANER! Handy dauber whisks away 
dirt and goo in seconds! Non-inflammable, abso- 
lutely safe; slow-evaporating, hence economical. 
Look for the smart new orange-and-blve carton on 
your decler’s shelves. 

CONTAINS NO CARBON-TETRACHLORIDE 


| 69¢ at all stationers and typewriter dealers 


For More Information Circle No. 371 





COPY 
HOLDER & 
LINE SPACER 


s 1 Gor 
Tax Incl. 
Line guide extends to 17" 
Holds notes 36" thick 
Single and double spacing 
Gentle-touch space at 
Anti-noise cushioned 
Steel construction 
Flat-fold storage 
Companion Cop-e-Ett with manual 
line indicator 87.95 
Slightly higher in the West 
SOLD AT DEALERS EVERYWHERE 


manufactured by: 


FURLONG, PENNSYLVANIA 
For More Information Circle No. 372 
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Make paper handling | Just One Managerial Tool 


easier and safer 


Get ADVANCO 


The perfect loose-leaf binder for 
all sorts of papers. Excellent for 
keeping papers together in your 
files, on your desk or in your brief- 
case. Works with fingertip pres- 
sure. No wires. No coil springs. 
Never loses shape. 


No holes to punch—no holes to 
tear. Easily insert or remove sheets. 
Your papers are in order, safe— 
the Advanco clip bulldog-grips 1 to 
150 sheets. Only 2 parts—lasts in- 
definitely. 


ASK YOUR STATIONER! 
If he doesn’t carry 


Advanco, write us 
NOW for name of 
dealer nearest you. 


MADE IN U.S.A REG. U.S. PATENT OFFICE 


ADVANCO PRODUCTS, INC. 
76-05 51st Avenue, Elmhurst 73, N. Y. 
For More Information Circle No. 343 
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(Continued from page 82) 


in One industry and placed in the same 


| job in another industry. This is over- 
| specialization—the interchangeable man 
_ ranks with the indispensable man; he 
| doesn’t exist. The computer specialist 
| must know why things are to be done 


before he can say how they will be 
done. 


Progressive management is already 


| giving thought to this new—and some- 


what unusual — individual. Already, 
many companies are putting their com- 


| puter people through courses designed 
punchless paper holders | “a 

| taught how to relate their jobs to the 
| company as a whole, even as they are 
| trained in specific areas of the job. At 


to teach as well as train. They are 


the same time, of course, they are given 
a sense of company identification they 
would not otherwise have. Further, 
they are motivated to do the best pos- 
sible job because they want to under- 
stand corporate values, not just because 
they should do it. 

This is the kind of motivation that 
must be generated right down the line. 
Of overriding importance is the need of 
a formal program for management 
training and development. Today’s suc- 
cessful manager is required to have a 
vastly more varied background. He 
needs increased skill in scientific man- 


THE [NEW] MARCH OF DIMES 
orto $ i mn soteteete 


CE 


fe 


THE NATIONAL FOUNDATION 
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agement. He will have to grasp geo- 
graphical and economic relationships in 
a way he has never dreamed of before. 

The top executive, therefore, must 
move immediately into two major areas 
if he is not already in them. An ap- 
praisal and assessment of today’s man- 
agers, followed by counseling to recom- 
mend major individual development 
needs; and provision for an extended 
and extensive training program to help 
managers fill gaps in their experience 
and education. 

In short, tomorrow’s fully-rounded 
management personality will need 
brains and education as well as experi- 
ence to achieve success. He must know 
this shrinking world more thoroughly 
and in more detail. More selective and 
increased accountability will continue 
to be his prime responsibility, both to 


his stockholders and to the public in 
general. 

The computer is just one of many 
managerial tools the executive uses to 
this end. It is an assistant in the pio- 
neering role he finds himself. The com- 
puter stemmed from the need for auto- 
mation of paperwork. Since the need 
existed, it follows logically that prob- 
lems existed long before the electronic 
marvel made its appearance. 

Office automation is a big step for- 
ward—but in the final analysis only a 
step—in the evolution of the manag- 
erial art. Any problems it may bring 
with it will be solved—almost auto- 
matically—by recognizing that we are 
already operating on a higher intellec- 
tual plane than ever before, and that we 
must prepare ourselves to operate on an 
even higher plane in the future. 





the worlds largest selection of 


Select ROUGH and REBUILT 
OGERDE OOGOODOEGE 


EVERY MAKE---EVERY MODEL — AT TREMENDOUS SAVINGS! 











@ ADDERS + BOOKKEEPERS » CALCULATORS 


@ COMPTOMETERS * BANKING MACHINES « ADDRESSING MACHINES 
CABINETS AND SUPPLIES 


@ OFFSET and DUPLICATING MACHINES 


REBUILT — machines guaranteed to LOOK and PERFORM like new. 
SELECT ROUGH — machines complete and in operating condition 


40 years of 
Reliability 


Affiliate of: 
ADDRESSING MACHINE & EQUIPMENT CO. INC. 


INTERNATIONAL OFFICE APPLIANCES, INC. 


Department Store of Office Machines 


326 Broadway, New York 7, N.Y. 


WOrth 2-3200 
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Administrative Research 


“Close to $100 billion will be spent in 
the U. S. for technical research in the next 
ten years, but less than 42% of that will 
be spent to advance administration tech- 
niques in the same time. Is it any wonder 
our technical progress is way out in front 
of our administrative progress? It’s like 
programing an electronic computer with 
a quill pen,” said J. L. Cockrell Jr., in 
announcing the formation of the nonprofit 
Foundation for Administrative Research. 


Leslie H. Matthies 


5. L. Cockrell Jr. 


“Since today’s average administrator is only 
slightly more effective than the admin- 
istrator of a generation ago, we are con- 
fronted with constant administrative waste, 
fumbling, bad practices, excesses of paper- 
work and breakdowns in communication 
and coordination.” The new foundation 
will develop techniques for applying ad- 
vanced methods of administration. Leslie 
H. Matthies, an administrative researcher 
with 23 years experience in the practical 
techniques of administration, is director 
of the foundation. He is a noted author 
of articles on business problems, and a 
leader of administrative seminars and 
training courses. For a booklet about the 
foundation, write Foundation for Admini- 
strative Research, Box 800, Tulsa, Okla. 
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Federal Paperwork Report 


A study of the business reporting re- 
quirements of the federal government 
reports that the federal statistical system 
is too decentralized and too complex. It 
finds that paperwork burdens imposed on 
business of a statistical nature account, 
however, for only 20% of the total burden 
imposed by government on business. Ad- 
ministrative and purely regulatory report- 
ing forms (not including income tax 
forms) account for almost 80%. The Sub- 
committee on Census and Government 
Statistics, under chairmanship of Congress- 
man John Lesinski (Mich.) is undertaking 
specific inquiries to show up weaknesses 
in the federal statistical system and to 
minimize paperwork. Copies of the re- 
port, “Business Reporting Requirements of 
the Federal Government,” are 50c from 
the Government Printing Office, Washing- 
ton 25, D. C. 


Suggestion Systems Officers 


Over 700 attended the 17th annual con- 
ference of the National Assn. of Sugges- 
tion Systems in St. Louis. The new 
officers elected for this year are: Gordon 
E. Washburn, Abbott Laboratories, North 
Chicago, Ill., president; H. V. Bostock, 
Illinois Central Railroad, Chicago, 1st vice 
president; D. W. MacLean, Ford Motor 
Co., Dearborn, Mich., 2nd vice president: 
Beulah Scott, Sears, Roebuck & Co., Chi- 
cago, secretary; A. E. Smith, General Mo- 
tors Corp., Detroit, treasurer. 


Revised Microfilm Standards 


Two American Standards on microfilm 
were brought up to date and published 
as revisions by American Standards Assn. 
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UNTANGLE TAPE FILING PROBLEMS! 


ACME VISIBLE SYSTEMS 
Handie Tape or Punch Cards 





IN RECORD TIME 


Ra NN VISIBLE 








Office automation is only as fast as 
your filing system. So back your 
machines with the fastest. Back 
them with Acme Visible. Tapes and 
punch cards are instantly filable 
and instantly available. Payroll, 
dividends, royalties, interest... for 
whatever purposes you use auto- 
matic machines, there's an Acme 
Visible System to keep pace with 
them and give you full benefit of 
speed and Savings. 


ACME VISIBLE RECORDS, Inc. 
220! West Allview Drive, Crozet, Va. 


Please send brochures showing filing methods for fast 
handling of input and output of |. D. P_, E. D. P. and other 
automation systems. 


en 


Title___ 


Company— 


Address 


ee = pone linac 
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SAVES ON SUPPLIES— 
SAVES ON STOREROOM SPACE— 
GIVES BETTER RESULTS— 


New 


DISTINCTIVE 


Carbon Paper 
from 
Underwood 


Corporation 
it’s solvent-coated! 
multi-purpose — 


all perfect! 


NOW: ONE WEIGHT, ONE FINISH for most every typ- Se 
ing requirement. Works on every typewriter, for every 9a: 
touch. Produces superior copies—and more of them! 

Each one clear, whistle-clean. 


YOUR GIRLS WILL PREFER IT. No smudging, no smear- 
ing, nicest to handle. New, smartly styled package - 
is another big attraction. Order today from your NEW 
Underwood representative! a 
Twin _— “e thread- 
‘ ing- b . No mess 
Try this new solvent-coated carbon paper at no cost. Just oaiiien. Westen eke. 
write: Underwood Corporation,1 Park Ave., New York16,N.Y. stant “click in” motion. 
For More Information Circle No. 339 
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American Standard PHS5.3-1958 (50c) 
covers the general specifications for 16-mm 
and 35-mm microfilms of books, docu- 
ments, correspondence, etc., on cellulose- 
ester film base and including the simplex, 
duo and duplex methods. American 
Standard PHS5.1-1959 (35c) covers micro- 
film readers with translucent and opaque 
screens. Available from American Stand- 
ards Assn., Dept. PR-110, 70 East 45th 
St., New York 17. 


Microfilmed Catalogs 


By breaking a communications jam in 
the missiles and aircraft industry, a micro- 
film catalog service produced by Rogers 
Publishing Co., 3946 S. Broadway, Engle- 
wood, Colo., is expected to save engineer- 
ing and procurement time estimated at 
over $60 million a year. Called VSMF 
(Vendor-Specs-Microfilm-File) | Microfilm 
Catalog Service, it contains engineering 
specifications on all types of components 
and materials used for making missiles 
and aircraft. The system uses microfilm 
and reader-printer equipment developed by 
Recordak Corp., subsidiary of Eastman 
Kodak Co. For more information Circle 
No. 216. 


Money Order Writing Punch 


National Data Processing Corp., Dallas, 
has received an order from the Post Office 
Department to build a prototype of the 


H. W. “Fred” Shaw of 
Kaiser Steel Corp. (center), 
is chairman of a committee 
set up by American Records 
Management Assn. to de- 
sign a program for preserv- 
ing essential public records 
in an emergency. Edward 
N. Johnson (left) is director 
of the Office of Civil & De- 
fense Mobilization’s records 
preservation program, and 
Jay C. Colburn (right) is 
deputy director. 
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NDP Printa-Punch for issuing postal 
money orders. The unit accepts a punched 
card money order or a card with a num- 
ber of paper copies. It imprints and 
punches the amount on the negotiable por- 
tion and the stub. This eliminates hand- 
writing amounts and key punching. 


Organization Book Award 


Charles Dexter, president, Organization 
Development Council and research asso- 
ciate at New York Life Insurance Co., 
announced that the council’s award com- 
mittee had selected The Changing of 
Organizational Behavior Patterns by Paul 
R. Lawrence for its first annual book 
award. 


NABAC in Venezuela 


The first chapter in South America of 
the Assn. for Bank Audit, Control & 
Operation is an 18-bank conference in 
Caracas, Venezuela. 


Data Processing Guide 


A cloth-bound “Data Procesing Ref- 
erence Guide” for users of punched cards, 
punched tape and computers contains a 
variety of information not before included 
in a single edition, according to its pub- 
lishers, Gille Associates, Inc. It features 
a computer guide displaying all commonly 
used electronic computers with basic de- 





scriptions and characteristics. A computer 
comparison chart gives the specifications 
of each. A detailed survey of applications 
now in use and those rejected, based on 
more than 2200 questionnaire replies, in- 
cludes 29 charts showing statistics for 
principal functions and types of business. 
In additon, 45 detailed applications of 
punched card, tape and computers are 
classified by type of business and function. 
There is also a section on punched card 
wiring techniques. For More Information 
Circle No. 200. 


Cierical Help Situation 


There were strong demands for well 
trained clerical workers in almost all areas 
at year’s end, and many centers reported 
continuance of long-time shortages of ex- 
perienced stenographers, secretaries and 
typists. A number of areas also reported 
difficulty obtaining office machine opera- 
tors, bookkeepers and other clerical work- 
ers, according to the Bureau of Employ- 
ment Security of the Dept. of Labor. 


Film for Supervisors 

Listen, Please is a ten-minute super- 
visory training film that emphasizes the 
importance of listening in the supervisory 
job, available from the Bureau of National 
Affairs, Inc., 1231 24th St., N. W., Wash- 
ington 7, D. C. This is the first of a 16- 
mm sound-color film series, called Modern 
Management Films. 


Feasibility Study 
(Continued from page 96) 

port to top management is in order. A 
complete feasibility report contains a 
detailed operating and cost comparison 
of present and proposed methods, rec- 
ommendation of specific equipment, and 
the benefit to be expected. 

To perform these functions requires 
an unusual combination of knowledge 
and skills. The knowledge requirement 
alone is formidable, as the following 


KEY TO MOTOR DEPENDABILITY 
IN BUSINESS MACHINES... 





Special engineering is the key to motor depend- 

ability in business machines... because it assures 

the exact mechanical and electrical requirements for 

the application. This is one of the reasons why more and 

more designers of leading business machines are turning 

to Lamb Electric Motors, which are all specially engineered. 
The Lamb Electric Company, Kent, Ohio 


A Division of American Machine and Metals, Inc. 
In Canada: Lamb Electric—Division of Sangamo Company Ltd.—Leaside, Ontario 


*amnb Elechic 


SPECIAL APPLICATION 
FRACTIONAL HORSEPOWER 


MOTORS 
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THE 


""KOH-I-BALL'' 
- . « the New Double-Ended — 
Ball-Point Pencil 


¢ writes RED e writes BLUE 








another Koh-I-Noor exclusive . . . the | 
only two-in-one ball point pencil of its | 


kind on the market. 


polished brass nose-pieces 
light wooden barrel 


full-length red & blue 
ball-point inserts (easily 
replaced with available 
refills) 


. Packed either 12 Koh-I-Balls on a display 
card or in a dozen box. 
Retail price 49c 
trade and quantity discounts available. 


Koh-I-Noor Pencil Co. 


Bloomsbury 10, New Jersey 
For More Information Circle No. 364 


* EVER SAFE - 
PRODUCT POPULARITY 


Every hour of every day and night in 1959 
someone bought an insulated Safe or File 


manufactured by EVER SAFE. 


@ Underwriters’ Labeled Safes 
@ Underwriters’ Labeled Letter and Legal Files 
@ Underwriters’ Labeled Burglar Chests 


CERTIFIED PROTECTION 
for one hour at 1700° F 


@ Ledger Files 
@ Home Chests 
@ Wall Safes 


DEALERS cash in on these fast moving 
popular products, 








Write for complete information and prices 
of our complete line. 


EVER SAFE CO., INC. 
(Div. Schwab Safe Co.) 
Lafayette, Indiana 
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You Can Find New Office 
Space with 3 D Planomatic 


Planomatic-Magnetized 3D scale models— 
reveal the most efficient space plan by per- 
mitting complete visualization. 

Planomatic sets are available in any size to 
meet your requirements, 


M&M INDUSTRIES 
Box 91, South Milwaukee, Wis. 


RITE-LINE coprnoiper 


e SAVES EYESTRAIN e TAKES COPY UP TO 20* 
e PROMOTES ACCURACY e HOLDS NOTEBOOK 
e INCREASES PRODUCTION «FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RITE-LINE CORPORATION 
4209 39th St. N. W., Washington 16, D.C 
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SPACE 
UNLIMITED 


For your 
Records 


*  STAXONSTEEL 


NO SHELVING NEEDED! 
STAXONSTEEL employs an 
engineering principle to combine 
the strength of steel with the 
economy of corrugated board. 

The steel supporting frame gives the 
drawer equal support front, back and 
sides. For long term economy there is 
no better record storage drawer 
than STAXONSTEEL. Five standard 
stock sizes available. 


Send for FREE ‘‘Manual of Record Storage 
Practice” telling you how long to retain or 
destroy business records PLUS our com- 
plete catalog of Special Record Storage 
Filing Equipment. 


, BANKERS BOX COMPANY | 


Record Storage Specialists Since 1918 
‘<7 «2607 NN. 25th Avenue, Franklin Park, Ill. 
Dept. OF-1 
Please send, without obligation, my FREE 
manual of Record Storage Practice PLUS 
new, complete product catalog. 


Your Nome___ 





(Please Print Plainly) > 
Company ——— pata 
(Please Print Plainly 


Address___ 


OE EE 


For More Information Circle No. 357 


partial list will suggest: 

Members of the study group must be 
thoroughly acquainted with the existing 
procedures, supplies and salary costs in- 
volved. To this must be added knowl- 
edge of the fundamentals of manage- 
ment reporting and controls. They 
should have some knowledge of the ex- 
periences of other companies in plan- 
ning for computers and the mistakes 
these companies have made, to avoid the 
same pitfalls. 

They must know something about 
the electronic equipment now, and soon 
to be, available; and the capability and 
reliability of possible suppliers. At the 
same time, they should possess a sound 
knowledge of other data processing 
equipment, including bookkeeping and 
punched card machines, to evaluate 
whether a computer is really necessary 
or whether the work could be done in 
other ways. Finally, they need to under- 
stand the principles of good organiza- 
tion, and they should be given the 
authority to make any organizational 
recommendations necessary for the 
operation of the new system. 

Mere possession of this knowledge 
is not enough; it must be accompanied 
by certain skills. These include, first 
and foremost, systems analysis and the 
ability to think in the abstract and 
build up workable systems based on the 
requirements that analysis has revealed. 
Also required are objectivity and im- 
partiality in seeking cause and solutions 
to problems, as well as the ability to 
view problems from the standpoint of 
top management to be sure that its over- 
all objectives and policies are taken into 
account. Ability to concentrate on the 
assigned problem, in spite of the in- 
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evitable distraction of day-to-day oper- 
ations, is a further requirement. 

Finally, study group members must 
possess sufficient tact to insure cooper- 
ation among the many participants in- 
volved, both inside and outside the 
company. They must be able to present 
their findings and recommendations 
clearly and convincingly to management. 

This is an admittedly impressive body 
of knowledge and skills, and many com- 
panies that find it difficult or impossible 
to assemble these talents from their own 
employees, decide that outside assistance 
is warranted. In such cases, several 
alternatives are open, including the 
equipment manufacturers, technical con- 
sultants who design and build compu- 
ters, specialists in electronic data proc- 
essing, public accountants and manage- 


Management Control 


(Continued from page 84) 


guidance, they emerge as dynamic aids 
to managerial control. 

The formulas from which to derive 
managerial control are not complicated, 
neither are they difficult to understand 
in the abstract. A simple equation which 
measures actual performance against 
planned performance may be utilized 
for this control. Imbalance in the 
equation—at any time or in any part of 
the operation— identifies the exception 
and signals the need for managerial 
attention. 

Let me restate this simple equation 
with a little more formality. Planned 
performance is the mission to be accom- 
plished. It includes predetermined ob- 


ment consultants. jectives, policies and procedures. It 
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noise control 
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Amazingly Effective in quieting the noise of 
Teletype, Flexowriter, Graphotype, Key 
Punch, Accounting & Bookkeeping Muachines 
of every make. 
Locate your machines just where you want them 
without that dread noise handicap. 
SILENTELS make better working conditions for 
all, prevent frazzled nerves, permit normal tele- 
phoning, ease stress and strain, combat hidden 
fatigue. 
SILENTELS eliminate and muffle noise, provide 
ideal illumination, dispel motor heat with built-in 
electric ventilating fan, give semi-privacy, improve 
office appearance. 
SILENTEL customers are well pleased with the 
noise-quieting and other benefits. We know you 
will be also. 


Satisfied SILENTEL users throughout 
the U, S., in offices large and small, 
include: Banks, Savings & Loan, In- 
surance, Airlines, Railroads, Motor 
Freight, Department Stores, Hospi- 
tals, Schools, Radio, T.V., News- 
papers, numerous manufacturing and 
industrial firms such as Lockheed, 
Boeing, Westinghouse, Generaj Elec- 
tric, U. S, Steel, Telephone Cos., 
Owens-Illinois, and many, many 
more; also U. S. Army, Navy, Air 
Force, and other Federal, State, and 
Local Government offices. 


Write or Phone 


Ingolf Dillan G3 
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ranging from simple, hand-operated models up 
to fully automatic machines which count 

and wrap coins simultaneously. 

These are products of the highest quality 


and excellent workmanship, made by Europe’s 





leading manufacturer of coin handling machines. 


Inquiries are invited from firms interested in 


distributing these machines. 


STANDARDWERK EUGEN REIS GmbDH., Bruchsal 2, West Germany 
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contemplates how, when and by whom 
the plans are to be attained. If, there- 
fore, actual performance coincided pre- 
cisely and in every detail with planned 
performance, the equation would be in 
equilibrium. But, it rarely is, and that 
is why we have managers. 

Using the plan as a standard, or yard- 
stick, the manager measures actual per- 
formance. When actual results fall short 
of fulfillment of predetermined plans, 
policies and procedures—the time has 
arrived for the manager to go into 
action. 

First, he must carefully appraise and 
evaluate both the plan and the actual 
performance. Secondly, he must de- 
termine appropriate and practical ad- 
justments to achieve his objectives. 
Thirdly, he must communicate his ideas | 
and stimulate his organization so that 
corrective action will be achieved | 
through cooperative effort and under- 
standing. This is positive control in | 
action. The manager is a leader, not a 
dictator. The mission is accomplished | 
by design and the results are achieved 
through organized effort. 

Caution against two major hazards 
in the exercise of control will be taken 
by a good manager. First, conditions 
which need managerial control have an | 
almost fiendish faculty for remaining | 
obscure. Therefore, management must 
exercise its control function aggressively 
and with utmost ingenuity. Even the 
best techniques of identification will | 
fail to disclose all of the undesirable 
and unnecessary conditions. Good con- | 
trol, therefore, is a compassionate but | 
almost relentless endeavor in pursuit of | 
perfection. A passive attitude is not | 
enough. Management must search out | 
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207 E. Evergreen Ave., Mt. Prospect, Ill. 
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TIE LETTERS, 
PARCEL POST, 
CHECKS, BOXES, 
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LABELS, 

PRINTED MATTER 
AND 

THOUSANDS OF 
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10 TIMES 
FASTER 


with an 


FAUTOMATIC PAK-TYER 


Easy to operate and maintain. This speedy 
ALL-PURPOSE tying machine is de- 
signed to tie any size or shape package 
tight without adjustments. The knot is 
slip proof. Saves time and twine. Several 
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unhealthy conditions before they reach 
an acute stage. Preventative therapy is 
the best recourse of management con- 
trol. 

The second caution pertains to the 
equation used to identify conditions re- 
quiring control action. Equilibrium is 
manifest if planned and actual per- 
formance are in balance. But, this bal- 
ance does not necessarily insure maxi- 
mum efficiency as equilibrium can be 
achieved even in a plan which is based 
upon inadequate objectives. So, from 
time to time, the good manager will 
appraise his plans in the light of current 
and expected developments. He will not 
settle for equilibrium in an inefficient 


_ plan and he will not hesitate to make 


improvements in the standards. He will 
establish proper goals for the perform- 
ance of his mission and he will make 
his changes known to the organization. 
In other words, the planning function 
of management can and will benefit 


| from exposure to an enlightened exer- 
| cise of control. 


Control, then, is an orderly and dis- 


ciplined means of furnishing guidance 
| and leadership toward the accomplish- 
| ment of a given objective. 


| Finance Officers 
(Continued from page 140) 


over data origination both as to form 
and equipment used. For example, the 
form the input and output data takes 
has an effect upon the availability of 
information for audit purposes and also 
may substantially change record keep- 
ing. Depending on the installation, many 
files may be eliminated and smaller tape 
reels and disk files substituted. 
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Computer systems have made avail- 
able information showing requirements 
and distribution of “things” to an extent 
heretofore unavailable. Such a material 
control system results in savings through 
reduced warehouse requirements, less 
forced disposal resulting from over- 
stocking and fewer new items to pur- 
chase. 


Last, but far from least, is the effect 
of ADP on organ- 
ization. Bringing 
the concept of 
ADP before the 
right people in 
management, and 
gaining accept- 
ance at the right 
level, makes fu- 
ture progress 
much easier. The 
Organization 
structure itself 
may change in 
many areas be- 
cause people must 
be retained, re- 
grouped or re- 
lieved. Data origi- 
nation points may 
shift to the extent 
that departmental 
and division lines 
will be crossed. 
Data gathering, 
processing and re- 
porting methods 
must change if 
ADP is to be of 
benefit. Manage- 
ment planning 
and control © as 
well as analysis 
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techniques come in for considerable 
overhauling to effectively use the prod- 
uct of a computer system. 
Coordination of the change in ma- 
chines, men and methods will require 
a high order of administrative ability 
and numerous organization changes 
based upon an understanding of the 
interrelationship of various aspects of 
management planning and control. 


Force COLUMBIA 


eases tired eyes 
...cuts errors! 
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machine prints big 4” high 
figures on filing jackets, 
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alike and reduces errors, 
too! 6 or 7-wheel capacity 

. consecutive, duplicate, 
repeat action. 
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Head Underwood Corp. 


The board of directors of Underwood 
Corp. elected Ugo Galassi of Milan, Italy, 
president of the corporation, succeeding 
Frank E. Beane. Ethan A. Hitchcock, 
board chairman, said that Guido Loren- 
zotti was elected vice president. Mr. 
Galassi was an Olivetti director and Mr. 
Lorenzotti had been executive vice presi- 
dent of Olivetti Corp. of America. 


Recordak Corp. Executives 


Directors of Recordak Corp. named 
James M. Arnold president and John K. 
Boeing chairman of the board of the com- 
pany, Eastman Kodak subsidiary in the 
microfilming field. Mr. Arnold was also 


John K. Boeing James M. Arnold 


elected a director and continues as general 
manager. Mr. Boeing was formerly presi- 
dent. Joining Recordak in 1953, after 
working with Kodak since 1940, Mr. 
Arnold served as assistant to the president 
and in 1957 was named vice president and 
general manager. Mr. Boeing is a micro- 
filming pioneer, having joined Recordak 
in 1928. He served as operations mana- 
ger, manager of the commercial division, 
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vice president of government and commer- 
cial sales and was named president and 
general manager in 1952. 


Gaines Named Vice President 


Drummond 
Gaines was named 
executive vice presi- 
dent of Monroe Cal- 
culating Machine 
Co., Fred R. Sulli- 
van, president, an- 
nounced. Mr. 
Gaines comes to 
Monroe from Smith- 
Corona Marchant, 
nc., where he was 
vice president. He previously was with 
National Cash Register Co. for eight years. 
He will head a staff group directing Mon- 
roe’s expansion into new areas of the office 
machine industry, Mr. Sullivan said. Mon- 
roe, Div. of Litton Industries, recently 
acquired the Sweda Cash Register organi- 
zation. “Mr. Gaines will be particularly 
active in that new area of the company’s 
operations,” said Mr. Sullivan. 


For R & D at Old Town 


James H. McGraw 
Jr., chairman of the 
board of Old Town 
Corp., announced 
the appointment of 
Marshall Mazer as 
vice president for re- 
search and develop- 
ment. Mr. Mazer 
will also serve as a 
director and mem- 
ber of the executive 


Drummond Gaines 


Marshall Mazer 
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new currency, smooth-finish pa- 
pers, index cards, NCR paper are 


a cinch to handle with SorTKWIK. 

Wherever paper handling is a 
problem, you'll find that Sort- 
KWIK helps do the job faster, more 
conveniently. Thousands of busi- 
nesses have been using this handy 
fingertip preparation for years as 
a staple office supply item. 

Why not try it in your office 
and find out how clerical produc- 
tion goes up while clerical costs 
go down? 


SORTKWIK 


the modern aid to 


HANDLE PAPERS FASTE 
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committee. With this appointment, Old 
Town is continuing a policy of research 
and development which has brought it to 
the forefront in the office equipment field. 
Mr. Mazer will be responsible for research 
in the chemical, physical and electronics 
fields, as well as the development of new 
products, supplies and machines. Mr. 
Mazer has conducted graduate studies in 
computer design, product planning and 
research administration. He was associated 
with National Cash Register Co. as chair- 
man of the research and planning board. 
Prior to this he was head of the NCR 
chemical development laboratories, re- 
sponsible for the development of materials 
and procedures for supplies, plastic and 
pilot plant activities. He has conducted 
representative programs on magnetic coat- 
ings for ribbons and bank forms, inks for 
ribbons and porous rubber as well as pro- 
grams for the development of carbonless 
paper and papers for cash registers. Before 
joining NCR, Mr. Mazer was a research 
specialist in the field of adhesives and 
electric chemistry for General Motors 
Corp. 


General Sales Manager 

Ward J. Koepen- 
ick has been ap- 
pointed general sales 
manager of the Mar- 
chant Div. of Smith- 
Corona Marchant, 
Inc., advancing 
from national sales 
manager, it was an- 
nounced by Walter 
Kassebohm, execu- 
tive vice president 
and general manager of the division. Mr. 
Kassebohm stated that Mr. Koepenick will 
have full responsibility for all marketing 
operations, including sales of calculators 
and adding machines through Marchant’s 
nationwide organization of district sales 
offices and a Canadian subsidiary, Mar- 
chant Calculators, Ltd. He will also direct 
all sales activities of the Marchant divi- 
sion, which embrace machine maintenance 
service, sales promotion, market research 
and advertising. 


Ward J. Koepenick 
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Pencil Producers Elect 


Frank G. Atkin- 
son, president, Jo- 
seph Dixon Crucible 
Co., was reelected 
president of the 
Lead Pencil Manu- 
facturers Assn. The 
association’s new 
vice president is 
Rolf J. Thal, vice 
president, Eagle Pen- 
cil Co., Lawrence S. 
Levine, president, Reliance Pen & Pencil 
Corp., is secretary-treasurer. Clyde T. 
Nissen, who has served for the past eight 
years as executive vice president, was re- 
elected. Eight men were named to the 
board of directors: A. H. Best, Richard 
Best Pencil Co.; Merrill Hassenfeld, 
Empire Pencil Co.; W. C. Rucker, Com- 
monwealth Cedar Co.; Oscar E. Weissen- 
born, General Pencil Co.; Newell A. 
Augur, Wallace Pencil Co.; Louis M. 
Brown, Eberhard Faber Pencil Co.; Wil- 
liam E. Danjczek, L. & C. Hardtmuth, 
Inc.; Richard Lewisohn Jr., American 
Pencil Co. 


Frank G. Atkinson 


Montag and Champion to Merge 


Montag Brothers, Inc., Atlanta, and 
Champion Paper & Fibre Co., Hamilton, 
Ohio, announced an exchange of common 
stock under which the two companies will 


Morton L. Weiss R. E. Robertson Jr. 


become affiliated. Montag, a_ leading 
manufacturer of school supplies and sta- 
tionery, will become an_ independently 
managed subsidiary of Champion, a major 
producer of fine printing and converting 
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papers. Harold E. Montag, chairman of 
the board of Montag, and Reuben E. 
Robertson Jr., president of Champion, 
said that Montag’s management, personnel 
and policies would remain unchanged. 
Morton L. Weiss is Montag president. 


Dixon Marketing Manager 


Ernest M. Raasch 
was promoted from 
assistant sales man- 
ager to the newly 
created position of 
marketing manager 
of the pencil sales 
division of Joseph 
Dixon Crucible Co., 
manufacturers of 
Ticonderoga pencils 
and other writing 
supplies. Mr. Raasch will direct sales and 
marketing activities of all Dixon writing 
commodities as well as related products 
such as erasers, industrial crayons, art 


Ernest M. Raasch 


it's unique! !t's different! It's the 
realistic, modern and economical 
way to store office records in 
units that are carry-able. Effects 
savings of more than 75% on 


pencils, pencil sharpeners, etc. He suc- 
ceeds David C. McMillin who was re- 
cently elected marketing vice president. 


Paragon-Revolute Is Bruning Div. 


Paragon-Revolute Corp., Rochester, N. 
Y., manufacturer of blueprinting and allied 
reproduction equipment, has become a 
division of Charles Bruning Co., Mount 
Prospect, IIl., it was announced by Herbert 
Bruning, president. L. Gordon Booth, 
Paragon-Revolute president, remains as 
general manager of the new Bruning divi- 
sion and will be a vice president and mem- 
ber of the Bruning board of directors. 
Paragon-Revolute’s Canadian  subsidary, 
Paragon-Revolute (Canada) Ltd., continues 
operations without change. H. H. Sullivan 
and W. L. Sullivan, Paragon-Revolute 
founders, serve as consultants of the divi- 
sion which continues marketing Revolute 
reproduction equipment, bolstered by 
Bruning’s research and development, sales 
distribution and promotional resources. : 


equipment costs and 300% on 
space costs. MIRACLE FILES are 
regarded as a MUST by modern 
management. Investigate today 
how they can curb rising costs. 


) Tops In Economy! 
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Send new Brochure on MIRACLE FILE 


__ TITLE 
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Ozalid General Manager 


L. Byron Cherry was appointed general 
manager of the Ozalid Div. of General 
Aniline & Film Corp., it was announced 
by Philip M. Dinkins, president and chief 
executive officer of the company. He re- 
places Walter A. Hensel, formerly general 
manager of the Ozalid Div., who recently 
resigned. Mr. Cherry was formerly execu- 
tive vice president of Cinerama, Inc., and 
prior to that was vice president of finance 
and management services for the Columbia 
Broadcasting System. He was for many 
years general manager of the outdoor 
lighting department, management con- 
sultant and in other executive positions 
with General Electric Co. 


Venus Vice President 

pies i The appointment 
of Quartus P. Graves 
as vice president of 
Venus Pen & Pencil 
Corp. in charge of 
pen marketing, was 
announced by 
Charles P. Schoen, 
director of sales of 
the Pen Div. Mr. 
Graves will be re- 
sponsible for all 
Venus pen advertising, display and sales 
material. A veteran of 26 years in the 
writing instrument field, he was general 
sales manager for the Writing Instrument 
Div. of Eversharp, Inc., and for the Ever- 
sharp Pen Co. under Parker management. 


P. Graves 


Quartus 


Business Equipment Expositions 


Rudolph Lang, managing director of 
exhibits for Office Equipment Manufac- 
turers Exhibits, Inc., announced that mem- 
bers of the Office Equipment Manufac- 
turers Institute have approved the follow- 
ing exposition schedule: Los Angeles, 
Nov. 1-4; New York, 1961; Detroit, 1962; 
Atlanta or Dallas, 1963; World’s Fair, 
1964. He pointed out that this schedule 
can be expanded to better serve all cus- 
tomers of the industry. 
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LOCKERETTE 


—COMBINES THE BEST 
FEATURES OF BOTH 
LOCKERS AND COAT RACKS 





Wraps are exposed to air 
and light. Employees do not face the weather 
in damp wraps that have been crumpled in 
dark lockers — do not eat soggy lunches, 
soaked by wet hats or gloves. Each person has 
his own spaced coat hanger, ventilated hat 
shelf and 12" x 12" x 15" deep lock box for 
lunches, tools and personal effects. 


Lockerettes save space too ... the No. 6-12 
(2 column) accommodates 12 people in 6 
feet; the No. 9-18 (illustrated) accommodates 
18 in 9 feet. 


More salable because they keep wraps 
“in press." 


Improves health and morale — lowers 
absenteeism. 


WRITE FOR BULLETIN OL-10 


Rt. 83 and Madison St. Elmhurst, Il. 
For More Information Circle No. 449 
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by your office 
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For illustrated 
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NOW AVAILABLE! 


“The Office Machine Guide” 


Review explaining and 
comparing all kinds 

of office equipment. 

The loose leaf arrangement 
and systematic indexing 
enables subscribers to build 
up a handbook. 


Ask for details or order a 
specimen copy $1.75 


INTERNATIONAL OFFICE MACHINES RESEARCH 
INC. 


U.S.A. 509 Fifth Avenue, New York 

Telephone: MUrray Hill 7-0890 

419 Marnixstraat, Amsterdam, Netherlands 
Telephone: 63205 
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rat ACir INC. 
” ATU 
ODHNER ADDING. MACHINES 
FACIT TypewRITERS 


Winning finalists of Facit, Inc.’s Havana-Rama national contest for distributors of Facit 
typewriters, calculators and Odhner adding machines, off on a six-day, all expense paid 


vacation in Cuba. 


Pencil Week Promotion Kit 


A vacation in Spain, for two, will be 
first prize for the best promotion of pen- 
cils during the observance of Pencil Week 
(Feb. 29-March 5), it was announced by 
the Lead Pencil Manufacturers Assn. A 
22-piece merchandising kit is available free 
from Pencil Week, Room 1002, 369 Lex- 
ington Ave., New York 17. 


GLider Holds 


BLUE PRINT FILE 


MOMAR 


3M Microfilm Sales Manager 


Promotion of Roy R. Bruchman to sales 
manager for microfilm reader-printer prod- 
ucts, duplicating products division, was an- 
nounced by Minnesota Mining & Mfg. Co. 
He had been midwest area supervisor for 
microfilm reader-printer products in Chi- 
cago. His new headquarters are in St. 
Paul. 


1800 Blue Prints 


Created for savings in filing space, time 
and effort, Gliders are available for print 
widths of 20” to 48”. Gliders obsolete 
peg-type filing and hole-punching. 
Your prints ‘‘glide” into place. Plan 
holders are retained from end-to-end, 
with no chance of bending or spring- 
ing. Eye-easy indexes provide you with 
rapid reference. 

All-steel Gliders, finished in a handsome 
grey, harmonize with modern office 
equipment. Extensions are available. 
For longer print “life” and for effi- 
ciency, durability and economy in ver- 
tical filing, specify Glider. Order now 
through the best office suppliers or 
write for illustrated literature. 


A 


“vr dx APR ies 


4176 West Montrose. Avenue, Chicago 41, Illinois 
Phone AVenue 6-7270 
For More Information Circle No. 448 
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MW W Daper. 
“Welder 





Fastens Paper Using Nothing 


But the Paper Itself! 
* No Refills * No Bulky Files 
* No Clogged ® Paper Easily 
Machines Unlocked, No 
* No Staples to Tearing 
Remove * Welded Papers 
Lay Flat 


It Costs Nothing To Press The Handle 
A precision made instrument with hand- 
some chrome finish. It is new, novel, 
smooth, silent, and efficient in operation. 
Never needs refilling. It will weld up to 
six sheets of 16# paper. Modernize your 
office with this time and money saving 
office appliance. An ideal gift with name 
engraved on the handle. If your dealer 
cannot supply you, write direct. Dealer 
inquiries invited. 

PAPER WELDER, INC. Medina, N. Y. 

For More Information Circle No. 446 





One girl addresses more than 
2,000 media daily with this 
uniquely effective hand size 
machine. 


. Put addresses or short mes- 
Price sages on envelopes, labels, 
keel OMe statements, postal cards, 
literature, etc. Thousands in 


use coast to coast by stores, 
restaurants, independent 
businessmen, salesmen and 
others with addressing jobs 
to do. 

Send for literature to 


ViSirecord Inc. 


Copiague, Long Island, N.Y. 


VISIRITER 
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Remington Rand Names Suchors 


William J. Su- 
chors was named ex- 
ecutive assistant to 
Dause L. Bibby, ex- 
ecutive vice presi- 
dent of the Reming- 
Rand Div. of Sperry 
Rand Corp. Mr. Su- 
chors was formerly 
with Uarco, Inc., as 
general sales mana- 
ger. Prior to that he 
was manager of product planning, electric 
accounting division, International Business 
Machines Corp. 


William J. Suchors 


Heads National Show Sales 


Robert C. Walter 
was appointed to the 
newly-created post 
of director of saies 
for the National 
Business Show, ac- 
cording to an an- 
nouncement by the 
Office Executives 
Assn., owners of the 
exposition. Mr. Wal- 
ter will handle all 
phases of the show’s space sales activities, 
coordinating them with the operations of 
Robert T. Kenworthy Inc., the exposition 
management firm for the show. He was 
sales manager for Royal Motors Inc., 
largest Cadillac-Oldsmobile agency in 
Westchester County. Before joining Royal 
Motors ten years ago, Mr. Walter was a 
salesman for Underwood Corp. and for 
A. B. Dick Co. 


Robert C. Walter 


Lagomarsino Distributor 


Lagomarsino-FAI announces the ap- 
pointment of Import Business Machines 
Co., 1503 Bardstown Road, Louisville, 
Ky., as regional distributor for their 
Totalia adding and calculating machines. 
They will serve the states of Michigan, 
Indiana, Ohio and Kentucky. 
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Cole International in York, Pa. 


The administrative and sales depart- 
ments of Cole Steel International, Inc., 
serving Central and South American coun- 
tries, are now located in York, Pa., it was 
announced by Melvin E. Schnall, presi- 
dent. The company’s plant and new 
$1,500,000 warehouse are in York which 


ee 


Santo J. Vogel 


is easily accessible to excellent seaports 


and airports. With headquarters there, the 


international division wil! provide better 
service, faster delivery, and closer co- 
ordination between clients and company. 
Santo J. Vogel, vice president overseas 
operations, said the move was sparked by 
the division’s extraordinary expansion. Mr. 
Vogel said, “We firmly believe our ever- 
growing list of overseas accounts will 
vastly benefit from our relocation.” 


Regna District Manager 


Appointment of 
Richard E. Barrett 
as district manager 
was announced by 
Regna Cash Regis- 
ters, Inc. Mr. Bar- 
rett’s responsibility 
—for Regna adding 
machines, cash reg- 
isters and safes— 
covers Calif., Ore., 
and Wash. Known 
to most cash register dealers throughout 
the country, he has a thorough knowledge 
of these machines and of their marketing. 
He is also thoroughly familiar with indus- 
try problems and will consequently be able 


Richard E. Barrett 


to be of service to dealers in his territory. | 103 Mill Street ¢ 
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DON'T BE A 
PAPER SAVER! 


DESTROY USELESS RECORDS 
WITH 
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“Half the carbon copies and records in your 
files or storage vaults can be destroyed'"’ so say 
leading office efficiency experts. Stop making 
your office a ‘waste paper warehouse’. AUTO- 
SHRED, the compact, modern office machine 
quickly shreds and completely destroys confi- 
dential records, obsolete routine correspondence 
in overloaded files, obsolete stock control sheets, 
never-referred-to production records, paid in- 
voices (covered by cancelled checks), shipping 
records (on goods delivered long since), out of 
date salesmen's reports, engineering test rec- 
ords, geological data, and hundreds of other 
useless record accumula- 
tions now costing you 
money in dead storage. 
AUTO-SHREDded paper 
makes useful packing ma- 
terial or when baled it is 
readily salable for cash. 


Features both automatic hopper and 
hand feed. Write for details about 
the FREE TRIAL PLAN. 


INDUSTRIAL SHREDDER 
AND CUTTER CO. 


Salem, Ohio 
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It's 4432 Simple foe 


To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 


Edge Punched Card Structures 
e At Less COST 

Less CODING 

Less GROOVING 

Less SORTING 

Less HANDLING 





MANUFACTURING ¢ BUSINESS 
SCIENCE ¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 








SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 


THE MOST EFFICIENT MARGINALLY PUNCHED CARDS | 
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| Bismarck Hotel, 
| Hazen 
| Frank with a clock containing a gold scroll, 
| suitably engraved. 





Peerless Sales Manager 


Paul J. Dopke was named sales mana- 
ger of Peerless Imperial Ribbon & Carbon 
Co., Newark, N. J. Mr. Dopke has been 
with the firm since 1948, starting as a 
salesman in the Chicago area. In sub- 
sequent years he covered a territory in the 
southwest. More recently he represented 
Peerless in an eastern sales area with head- 
quarters in Philadelphia. 


A Timely Warning 


Widespread favorable comment has 
been accorded an article, “This Miracle, 
America,” by Henry G. Frankel, president, 
Frankel Carbon & Ribbon Co., 285 Rio 
Grande Blvd., Denver 23, Colo. The 
article warns how excessive government 
spending and other evils can destroy our 
way of life and our country itself. For a 
free copy of the Frankel house organ con- 
taining this timely piece, write to the 
above address. 


Tex-N-Set General Manager 


Dudley Hodgkins Jr. announced the ap- 
pointment of Earl Doxsee as vice president 
and general manager of Tex-N-Set Mani- 
fold Co., Arlington, Texas, manufacturers 
of custom and stock carbon interleaved 
forms. Mr. Doxsee has over 20 years ex- 
perience in business forms. He will be in 
charge of production as well as the na- 
tional marketing program. 


Ames Honors Frank Marshall 


Frank Marshall, a retiring employee 
with 50 year’s service with Ames Supply 
Co., was honored at a luncheon in the 
Chicago, by the firm. 
R. Ames, president, presented 


Machine Leasing Firms 


Boothe Leasing Corp., San Francisco, 


| the nation’s second largest lessor of indus- 


trial equipment and machinery, has ac- 
quired Federal Leasing Corp., Los Angeles, 
one of the largest firms specializing in 
leasing office machines. 
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New BAM Ii 
“CONVERTIBLE” Does 


All Your Stapling Jobs 


Just Like Getting 
2 Staplers for 
the Price of 1! 


New BAMi ‘‘Conver- 
tible’’ gives double duty 

. . . Switches instantly 
from desk to hand use! 
Complete with stream- 
lined plier attach- 
ment, rubber-footed desk 
base, 5000 BAMi 
Staples, in attractive 
box. If your office supply | 
dealer ’t have this | 
outstanding value yet, 

you may order direct. 


DEALERS: 


Write for full 
details and 
liberal 
discounts. 


$12.95 


value for 











SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 


*“*BUEROMARKT'' (Office Market) generai 
guide, semi monthly, printed in GERMAN $8.60 
‘DAS RATIONELLE BUERO" (The Rational 
Office) monthly, printed in German $10.25 


These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
market. In regard to subscriptions or advertis- 
ing rates contact our American Representatives: 


ATLANTIC PROMOTION AGENCY, Inc. 

136 Liberty St. 7 New York 6, N. Y. 
Tel. BArclay 7-9550 . 

VERLAG PETER BASTEN, Aachen, Germany 











For More Information Circle No. 377 
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A LIGHT TOUCH 


makes 


NEAT ERASURES 


with a 
RUSH- 


=F YBRGLASS 


ERASE, 

No slip sheet needed be- 
tween carbon and copy. No 
erasing shield—the Rush 
Eraser is less than one char- 
acter thick. In_ beautiful, 
life-time plastic case, handy 
to use as a pencil, with long- 
lasting propel-repel refills. 

Order from your dealer or 
send 50¢ and dealer’s name, 


THE ERASER CO., INC. 
1068 S. Clinton St., Syracuse 4, N. Y. 





Addressograph 


Users! 


Get More Ribbon Mileage 
with, “SUPER -RIBBONS’ 


Laem 00) 10) NV Gb O am 41-1-10]) 6) 
* SPECIAL INK FORMULAS 
* AMAZINGLY LOW COST! 


All Standard Sizes and Colors 
Write for Prices Today! 

Specify Length, Width, Color 
Model No. of Machine 


CHICAGO MANIFOLD 
PRODUCTS CO. 
6455 Avondale Ave. ® Chicago 31, Ill 
Our 40th Year 
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IT'S NEW 
IT’S 


TOPS 


CONSUMER CATALOG 
OF SIMPLIFIED 
BUSINESS FORMS 


Handy Reference Book of 
OVER 200 Stock Business Forms for: 


© BILLING DEPT. © ACCOUNTING DEPT. 
© CREDIT e PAYROLL © EMPLOYMENT 
© GENERAL OFFICE © PRODUCTION 
© RECEIVING © SHIPPING © SALES 
© STOCK RECORDS @ MANY OTHERS 

TOPS FORMS SAVE TIME AND MONEY 


SEE YOUR STATIONER or WRITE DIRECT 
(INCLUDE LOCAL STATIONER'S NAME) 


=e @& = “a 
TOPS BUSINESS FORMS 
107 N. Wacker Dr., Chicago 6, III. 


Please send me a free copy of the Tops Catalog. 


ADDRESS 


My local stationer’s name and address: 


ieitieineneee on apes eae eee eenwawa 
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Railway Systems Men 
(Continued from page 93) 


topics of broad general interest to the 
industry. Each meeting is constructed 
around a central theme in depth, and 
thoroughly covered in a printed report. 
The proceedings of past meetings have 
been significant contributions to the 
library of railroad information and valu- 
able reference works for management. 
Such topics as: operations research, 
railroad research, ADP, motive power, 
marketing and rate making are among 
the dozen or more proceedings pub- 
lished. 

The next spring meeting will have as 
its central theme “increased cooperation 
between shippers and railroads in the 
handling of paperwork.” The fall meet- 
ing will be devoted to railroad terminal 
operations. Each topic covers areas of 
important cost-savings potential for both 
the public and railroad management. 

The association maintains a head- 
quarters office at 433 Grand Central 
Station, Chicago 7. A paid executive 
director and his staff conduct its day-to- 
day operations, guided by officers who 
are key railroad officials and who donate 
their time and efforts towards “creating 
| tomorrow’s railroads, today.” 





Increase Net Earnings 


(Continued from page 94) 


outside service firm. 

Administrative directives are pro- 
duced by several methods; typing, print- 
ing or duplicating. There is a cost prob- 
lem when they are produced by com- 
mercial prfnters. Cost quotations for 
the same job from several printers may 
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have substantial variations. Permitting 
the work group that requires the ma- 
terial to order directly from a printer 
they select will be expensive. Yet this 
practice is followed, particularly by 
organizations that have branches in dif- 
ferent communities. 

Having experienced personnel order 
printing can effect substantial cost sav- 
ings and in improvement in quality. 
Knowledge of paper stock and just what 
can be produced by different processes 
often indicates a more economical 
method. 

Use of office duplicators has increased 
tremendously. Many companies have 
several types in each department. Oper 
ating costs are high because the ma- 
chines are used only a few hours daily. 
Some machines are high-speed printing 
presses purchased at a substantial cost. 


Available for use by anyone, they are 
operated to produce personal material; 
bowling team scores, football pool 
tickets, summer programs for the Sciata 
Girls’ Club, etc. 

Some firms have controlled this situ- 
ation by replacing the machines, which 
were in separate locations, with one or 
more groups of machines. Each group 
consists of three or four machines of 
different types in locations selected on 
the basis of demand and accessibility. 
Personnel from any department may fill 
in a job order and operate a machine 
under the supervision of a records man- 
agement representative. One copy of 
the material produced is left with the 
job order. This reduces the number of 
machines required. There is less idle 
equipment time. Availability of different 
type machines permits selection of the 








AUNDERS 


mG. CO., INC. 


MANUFACTURERS OF DURALUMINUM 


HOLDERS 


FOR HANDWRITTEN 
BUSINESS FORMS 





LIGHTWEIGHT 





P. O. Box 243, Winthrop, Maine 
WEATHERPROOF 


SEND FOR 
NEW CATALOG 


For More Information Circle No. 442 
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L. M. BICKETT CO. 
Dept. O-160 
WATERTOWN, WIS. 


Send coupon for FREE beautiful 
colored literature in reply form 
INQUIRIES INVITED 








[@ ) Bedinghaus 


7 Business Forms 
COMPANY 








GA 1-7111 


treet 
333 West Court Str Telefax FBO 


Cincinnati 2, Ohio 








=" formerly Modern Business Forms Mfg. Co. 


Tabulating and snap-apart sets litho'd 


on Carbon Interleaved or NCR paper. 


Write for new price lists. 
For More Information Circle No. 472 





soRT-()-FILE 


Reg. U.S. Pat. Off. 


SAVES 20% TO 60% TIME 
50 models. Systems Sorting Service 


THOUSANDS IN USE For fast hand-sorting of cards, 


checks, letters, invoices, orders, 
© business forms or public docu- 
ments. For collating on the 
new Col-A-Tron. 
illustrated circulars. 


Write for 


Since 1946 Representatives everywhere. 

Associated Industrial Designers 

P.O. Box 39652, Los Angeles 39, California 
Plant: 1250 East Sixth Street 
Warehouse: New York, Chicago 
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For Your Annual 


TYPEWRITER ROLLER CHANGE 
pT 3s Insist on a 


"Futuristic" 
SS 5- ee ae 


SE as Best om 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











For More Information Circle No. 474 


FREE ‘ceveeeenea 


L ET HERR EA D}S 
DIES ano PROOFS 


DEWBERRY AETV CO. 


807 SO. 20th ST., BIRMINGHAM 5, ALABAMA 
For More Information Circle No. 475 





reproduction process best suited for the 
job. Supervision eliminates unauthorized 
use and reduces the amount of paper 
wasted by improper operation. 

Forms creation is a volume contri- 
butor to records bulk. Forms control 
results in several records being replaced 
by one. Recently a survey in an organi- 
zation resulted in consolidating 40 vari- 
ations of the same form into one. 

A less spectacular but fruitful field 
for economy is forms design. When a 
person conceives the need for a form, 
he prepares a sample of what is re- 
quired. Rarely does this person have 
technical training in forms design. The 
result is a form that is conducive to 
clerical errors and operating inefficien- 
cies. Data are posted from these forms 
to records and reports and, in many 
cases, are input for computers. I saw the 
original sketch for a form that was to be 
prepared monthly by each of 100 


BALL POINT 


Cig» PENS - 


WHOLESALERS & DEALERS 


Exclusive Territories Open! 


Scotty is the best selling style 
of pen on the market today!! 


The pen color is the ink color! 

Medium Point 39c Fine 49c Broad 59c 
Eight Brilliant Colors and Repro Inks 

Every Pen is guaranteed perfect 

Special Imprinting @ One Day Service 
Double your net profit with SCOTTY Pens 
and standard refills 


Write for catalogue sheets and discount on 


other styles of pens and desk sets. 


SCOTTY ENGINEERING CO. 


8-Minna Street « San Francisco 5, Calif. 
For More Information Circle No. 477 











offices. It included 16 horizontal lines 
on which data was to be filled in by 
typewriter. The lines were spaced 14” 
requiring soft-rolling the platen for each 
entry. This faulty design would have 
slowed production. Forms control pro- 
vides forms at minimum cost, designed 
to promote clerical accuracy and effici- 
ent machine operation. 

The number of reports in any com- 
pany is usually too high. This argues 
for reports control to minimize the time 
devoted to reviewing the data. Without 
control many reports contain too little, 
too much, or unorganized information. 
A report must not only be timely and 
have the required information, but it 
must display it in the best manner. Like 
the dials on a car’s dashboard, reports 
should flash figures to show if operating 
conditions are satisfactory. 


Some questions that require an affir- 
mative answer before reports distribu- 
tion control can be considered effective 
are: Is modern equipment used for col- 
lating, addressing, sorting, etc.? Does 
the distribution list show departments or 
titles instead of personal names? Is dis- 
tribution based on need rather than 
someone’s desire for prestige? Does a 
written procedure prescribe the manner 
in which additions are made to the list? 
Is the list reviewed periodically to re- 
move recipients who no longer require 
the material? Since distribution is a con- 
tinuing activity the list must be as dy- 
namic as changing organizational re- 
quirements. 

The foregoing are only some of the 
operations outside the field of filing 
that analytical thinking and action can 
modernize. It is as logical to do this 





N Oo W ? TYPING that looks 
e like PRINTING — 


at a fraction of the cost! 


Inexpensive Typewriter Composition That 


Looks Like Expensive Typeset Printed Matter 


Your ‘‘copy’’ CAN Look Like This 


Now - your typewriter is more useful 
than ever. Anything that is now set 
up in type can be well reproduced with 
typewriter cormposition, and JUSTIFIED 
so that regular type-set printing is 
sirrulated. Regardless of the process 
of reproduction -- whether for a daily 
newspaper, an elaborate brochure, or 
a simple offset, mimeographed, or 
hektographed bulletin, the Marginator 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin. 


Your “‘copy’’ Now Looks Like This 


Now - your typewriter is more useful 
than ever. Anything that is now set 

up in type can be weil reproduced with 
typewriter composition, and JUSTIFIED 
so that regular type-set printing is 
simulated. Regardless of the process 
of reproduction -- whether for a dafly 
newspaper, an elaborate brochure, or 
@ simple offset, mimeographed, or 
hektographed bulletin, the Marginato: 
now offers you composition at greater 
savings than ever before possible. The 
two columns shown are IDENTICAL 
line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin. 


Write for Free liiustrated Folder 


MARGINATOR COMPANY, 1121 W, Magnolia Ave., Burbank, Calif. 
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as it is to replace an obsolete machine 
with modern equipment. 

There are other compelling reasons 
for such action. Efficient handling of 
records activity is becoming more essen- 
tial because of the continuing shortage 
of clerical workers. Mechanization of 
records work is pyramiding the office 
equipment investment. Years ago the 
typewriter was about the only office ma- 
chine. The typewriter that cost $100 a 
few years ago now requires an invest- 
ment of $500. Monthly rental for a 
computer may be over $50,000. Of 


course, computer installation requires a, 


review of reports and forms for ac- 
curacy of input. 

Much of the information gathered in 
analyzing one phase of records work 
has application to other phases. Be- 
cause of the related nature of records 


work it should be under centralized con- 
trol, even though the services are on a 
decentralized basis. 

A critical records management prob- 
lem is the shortage of competent top- 
level personnel. A skilled administrator 
can learn to do a good records job. He 
is then faced with the problem of keep- 
ing informed of new techniques and 
equipment. The Assn. of Records Ex- 
ecutives & Administrators was founded 
to fill this need. The association develops 
data and standards through committee 
research. This information is furnished 
to the membership through literature 
and periodic group meetings. All mem- 
bers are available for consultation on 
specific problems. The opportunity to 
review problems and experiences with 
others skilled in the same techniques is 
the best form of education. 


Acbress-R 





METAL PLATE ADDRESSING MACHINE 


Uses standard Speedaumat plates that 


MODEL 600 


change automatically. Consecutive, re- 
peat, skip action. Prints thru a ribbon 
that winds and reverses automatically. 
Simulates typing with choice of black or 
colors. New plates are quickly obtain- 
able thru A-dress-R 48 hour mail order 
service or from dealers in principal cities. 
Takes any size piece up to 14” x 17”. 
Feed and disposal hopper capacity 150 
plates. Adjustable guides provide de- 
pendable registration. Speed up to 1300 
IPH. Makes carbon copies. Made with 
extra heavy construction—cast iron base. 
Weight 30 Ibs. Guaranteed for one year. 
Other models available. 


Write for Circular “A” 


NETTLE MANUFACTURING CO. 
27 Huntington Ave., Boston 16, Mass. 


For More Information Circle No. 440 
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NEW MAGNETIZED TAB CARD HOLDERS 


Card holder with four heavy permanent 
magnets can be attached or 
metal surface such as tab machine, 


accessibility to operators, reduces wasted 
time and chances of error. Made in ivory, 
red, blue, green, yellow and black for color 
coding if desirable. 1 to 24 $1.50 each; 
25 to 49 $1.35 each; 
Available for immediate 
BEEMAK PLASTICS, 7424 
Blvd., Los Angeles 46, Calif. 
For More Information Circle No. 332 


from 
Monica 


delivery 
Santa 








FREE! ALVIN READY REFERENCE 
CHART with DECIMAL TABLE 


Fully illustrated reference chart showing com- 
plete Alvin line. Includes handy Decimal Chart. 
Tack on wail or file in drawer. See Alvin's com- 
plete line at your dealer or write for Alvin 
Ready Reference Chart TODAY! 
America’s Most Complete Line of: 

e Drawing Sets e Drafting Materials 

e Drafting Instruments e Drawing Equipment 
e Designing Aids e Measuring Devices 


ALVIN & CO., INC. ¢ WINDSOR, CONN. 











For More Information Circle No. 333 
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hung on any | 
filing | 
cabinet or metal desk. Provides finger-tip | 


50 or more $1.25 each. | 


LETTEREX sets are availadle in all 
colors. A set is a high quaiity onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


LETTEREX 


1114 HALF STREET, S.W., WASH. 24, D.C. 
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| PAYMASTER | 





PAYCHECK "OUTLOOK" 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 

Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's name. 
This improves personnel relations. 

Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO., 


Ovtlook 


Est. 1902 


Oriqinaters of Envelopes 


A Washingten & Chiao 7 


For More Information Circle No. 335 
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ee 


EVERY TIME with the 


ime, SAF ELECTRO POINTER 


y 
; ord 


YAY; 
World's Finest Electric 
Pencil Sharpener 


Electro Pointer sharpens 
instantly . . . automatically 
. without loss of time, 
effort and materials. Puts 
a perfect point on any 
size wooden pencil... 
won't “eat up” your 
pencil like out-moded 
hand sharpeners often do. 
You can Sharpen your 
entire stock of pencils in 
one effortless operation. 


Try it, and you'll buy it . . . The Electro Pointer sells itself! 


PROVEN FOR 
MORE THAN el lisee-CRAEFET Mia. 


182 MACKLINCE . ae | ] MO 
16 YEARS 825 & ND S Belt) ya eed - 


For More Information Circle No. 269 
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[Notional Conference 


American Management Assn. Electronics 
Conference, Statler Hilton Hotel, New 
York, Feb. 29-March 2. 


Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, Feb. 29- 
March 3. 


National Office Furniture Assn., Chalfonte- 
Haddon Hall, Atlantic City, March 11- 
13. 


Southern California Business Show, Am- 
bassador Hotel, Los Angeles, March 29- 
April 1. : 


National Microfilm Assn., Statler Hilton 
Hotel, New York, April 19-21. 


National Assn. of Educational 
Pittsburgh Hilton Hotel, 
May 2-4. 


Buyers, 
Pittsburgh, 


Western Joint Computer Conferences, San 
Francisco, May 3-5. 


Insurance Accounting & Statistical Assn., 
Sherman Hotel, Chicago, May 15-18. 


American Society for Personnel Ad- 
ministration, Statler Hilton Hotel, New 
York, May 16-18. 


National Society for Business Budgeting, 
Netherland Hilton - Hotel, Cincinnati, 
May 19-20. 


National Office Management Assn., Mon- 
treal, Canada, May 22-26. 


Federal Government Accountants Assn., 
Statler Hilton Hotel, New York, May 
23-24. 


Institute of Internal Auditors, Schroeder 
Hotel, Milwaukee, June 12-15. 


National Assn. of Accountants, Roosevelt 
Hotel, New Orleans, June 19-22. 
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National Machine Accountants Assn., San 
Francisco, June 22-24. 


National Office Machine Dealers Assn., 
Coronado, Calif., July 10-13. 


National Society of Public Accountants, 
Muehlebach Hotel, Kansas City, Mo., 
Aug. 22-26. 


National Business Forms Associates, 
Chase Park-Plaza Hotel, St. Louis, 
Sept. 14-17. 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 24-28. 


American Institute of Certified Public Ac- 
countants, Bellevue-Stratford & Sheridan 
Hotels, Philadelphia, Sept. 25-28. 


Life Office Management Assn., Royal York 
' Hotel, Toronto, Canada, Sept. 26-28. 


National Assn. for Bank Audit, Control & 
Operation, Statler Hotel, Los Angeles, 
Oct. 10-12. 


Systems & Procedures Assn. of America, 
Commodore Hotel, New York, Oct. 10- 
14. 


Controllers Institute of America, Fairmont 
Hotel, San Francisco, Oct. 22-26. 


National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
D. C., Oct. 23-26. 


National Business Show, Coliseum, New 
York, Oct. 24-28. 


Office Equipment Manufacturers Exhibits, 
Memorial Sports Arena, Los Angeles, 
Nov. 1-4. 


Society of Reproduction Engineers, Sher- 
man Hotel, Chicago, Dec. 3-6. 
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Ten years ago on this page at the threshold of 
another decade, we asked, "Is office management keeping 
pace in its development of manpower with the manufactur- 
ers’ development of office machinery?" 

The question is more acute today. A study of the 
forum letters in the front of this issue reveals that 
here perhaps is the key weakness in efficient use of 
modern office tools. 

There is little doubt of the importance of the of- 
fice. Its impact on company profits (or losses) and on 
the decision making process is growing. Also, with of- 
fice workers approaching factory workers in numbers, 
the office becomes a cost factor of significance. 

New data processing systems can obviously do 
something about this. It is equally obvious for the most 
part that they have greater capabilities than manage- 
ment's ability to exploit them. It is not that manage- 
ment is bad; it has made earnest efforts to keep up-to- 
date. But the study of industrial history shows manage- 
ment's ability to apply radically new equipment is only 
gradual. 

Thus training and effort is necessary for all 
levels of management and white-collar work to adapt to 
the increasingly technical environment in the contem- 
porary world of automatic data processing. This can be 
a shock, but is by no means unattainable for ambitious 
office executives and, in the long run, produces a bet- 
ter management man with more responsibility and oppor- 
tunity. 

Business has gone through the initial enamorment 
and subsequent disillusionment with electronic com- 
puters. In the 1960's it should be ready for carefully 
tailored, effective applications of ever better auto- 
matic equipment. 
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Today’s Paper Work Monster charges you $1.25 
for checking paper work that saves you only 87:!* 


*Based on study by Records Management Institute, Inc., New York |, N.Y., for New York State Department of Commerce. 


DITTO® “automatic” One-Writing Systems 
do away with this quick-change artist—fast! 


Here's how. A specially trained DITTO Inc. systems tion. No survey or design expense. From the very 
representative surveys the special requirements first day in operation, the DITTO One-Writing 
of any operation in your business: order- System automatically eliminates all rewritings, does 
billing, production control, purchase receiving, pay | away with costly errors, saves substantially on time, 
roll, etc. He then custom-designs the DITTO One- work and money. For complete facts, mail coupon. 
Writing Method to the exact needs of that opera- _—_No obligation. 


DITTO, INC., 6871 McCormick Rd., Chicago, Il. 
© Please send me more information on the DITTO One-Writing System 
O Have a DITTO Business Systems representative contact me 
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. . . the helping hand for modern business: City Zone___State 


For More Information Circle No. 272 





ae 
~~ 
— 4 
—_ s 


A flick of the finger is all it takes to set the margin on a Royal Standard 
Typewriter. Does any other typewriter make it that easy? No. Because ONLY 
ROYAL HAS MAGIC® MARGIN, the pushbutton margin-set. Magic Margin 
is just one of the exclusive, secretary-pleasing features you get on the Royal 
Standard—and one of the reasons why there are more Royal Standards in use 
today than any other typewriter. It is also a reason why Royal Standards 
bring more in at trade-in than any other typewriter. Here’s how Magic Margin 
works to increase typing volume: it eliminates time-consuming fiddling, 
fussing, and fumbling around with those sliding gadgets behind the machine. 
The secretary simply positions the carriage where she wants it and flicks once 


for each margin. Presto. She’s all set. And so are you with Royal Standards. 
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For More Information Circle No. 327 















